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Creating Webl Documents

o The Creating Webi Documents section covers query building

and document management. The resulting report is left in it's
default format in this section.

o The next section called Report Formatting will teach you how to

work with report formatting.
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Creating Webi Documents: Getting Weblntelligence Help

m  Additional help for building queries and formatting reports can be read on-line.
m  You must be in View mode or Edit mode of a document to access this help. Help Icon
m  Click the Help.

1

B - |0 0| &~ | [ETrack ~ 3§ Oril ~ % Filter Bar f"z‘:'ee:e B Outline Reading + Design = (2 -
NATIONAL OCEANIC & ATMOSPHERIC ADMINISTRATION 7 Help Contents  F1
8-Digit Object Code Listing Tutorials

About ...
o REL-TEK REQUIRED

01-00-00-00 REL-TEK REQIUIRED

01-00-20-02 FIMA TO CFS CONVERSION

01-00-21-30 CONTRACTOR HOLDBACK

01-00-23-10 APPLY ADVANCE

01-00-43-01 (XM YR) DOWNWARD ADJ ACCRUAL
01-00-43-02 (XM YR) UPWARD ADJ ACCRUAL
01-00-43-03 (ANNUAL) DOWNWARD ADJ ACCRUAL
01-00-43-04 (ANNUAL) UPWARD ADJ ACCRUAL
01-00-59-36 FRD USE ONLY- SLT REVERSALS
01-00-59-57 FRD USE ONLY - REIMB UFCO Wi0 ADV SLTS E
01-00-59-88 FRD USE ONLY - PROPICWIP ADJS
01-00-59-89 FRD USE ONLY - DEFAULT ACCT OBJ
01-02-00-00 EXPENDITURE TRANSFER (FINANCE HQ ONLY')
01-85-00-00 NOT APPLICABLE - ABCO

02 INVALID OBJECT CODE
02-00-00-00 INVALID OBJECT CODE

03 ACCOUNTS RECEIVABLE
03-00-00-00 ACCOUNTS RECENABLE
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Creating Webl Documents

m From the Application drop-down

Applications «  Preferences  Helpmenu = Log off .
ﬁ menu select Web Intelligence.
¥ Web Inteligence

m You are now presented with Web
Intelligence Application.

Type Last Ru . ) N
|Cat*‘-'9°"f | m Click on “New” icon [I to create
‘ New Web Intelligence document.
Category
New lcon
|Hmne |Dumnm-ts IL‘E['TQ - Object Codes I Web Intelligence -~ = &
il it !D - SM S| l o | &~ | [ Track - 5 Dril ~ W Fiter Bar [ Freeze - [ Outline :

2/12/2015
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Creating Webl Documents

m In“Create a document”
Create a document L% gllalpg bo>§’ select
Universe” and click

Select a data source “Ok” button.
D No data source /

Create an empty document

»i Universe
" Select @ universe as a data source

QK Cancel

2/12/2015
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Creating Webl Documents

m  You are presented with
- a list of universes.

Universe i

}J

Select a universe for the query.

m For this exercise

: : ~ S choose MARS AP
Available Universes; - Refresh universe list
Trans (CBS).

Mame . Revision | Folder : “« ”
| FIMA Prior Year Transactions 43 @DCFO IR-BOEADEVIZ0 NWS RIMS u And CIICk Ok _bUtton'
| FIMA Summary Data 24 @CFO1R-BO4DEV20 NWS RIMS m NOTE: The universes
| Infarmatica Repository & @CFO 1R-BO4DEY \Administration in the list is controlled
| Informatica V&, 2 MX Database 17 ECFOIR-BO4DEV Administrat

Informaticallny 89 @CFO1R-BO4DEY fristration | ﬁyﬁ?e USEr access

MARS Adhoc Labor Projection {(MARS DE) 247 W00 NOAA MARS Privacy { gnts.

| MARS Admin Validation 17

MARS Allotment Detail {(CBS) 8 @CFO 1R-BO4DEVI00 NOAA MARS Standard . : .
| MARS Allow Advice (MARS) 951 @CFO IR-BO4DEVYI0 MOAA MARS Standard u ThIS S.Creen IS ShO.WIng
' MARS AP Trans (CBS) 1152 BCFO1R-BO4DEV\00 NOAA MARS StandardiFM.. - the universes available
Lm Tane 57 @CFOTE0 | for use by a standard
| MARS BOP Detail (CBS) 201 @CFO1R-BO4DEV\D0 NOAA MARS Standard\FM... | MARS user.
| MARS Budget Detail (MARS) 209 @CFO1R-BO4DEVD0 NOAA MARS Standard {
| MARS Certification . @CFO 1R-BO4DEN WAdministration
| MARS Codes Listings 375 @DCFO IR-BO4DEV00 NOAA MARS Standard |
{ MARS Commitment Detail (MARS) 962 ECFO1R-BO4DEVI00 NOAA MARS Standard -
< .

€ Help on selected universe;
This universe accesses the MARS R&Q nightly copy of the CBS AP Trans table. Thiz table indudes detall

transaction information induding document and reference numbers, trans dates, ACCS, non-private employee
{ and vendor information. MDW _AP_TRANS_V

ok Cancel

2/12/2015 9



Creating WeblI Documents: Query Building

[T Query Panel

(i addquery - | T 5 ] B 9 H B

i a s
1o Universe outline

Master perspective >

98 - |Typehere to flter on B G Bt

ﬂ MARS AP Trans {CBS) \_

| || MARS AP Trang (CBS)
|| Quick Pick Objectz
|| Conditions

lE_| Prompts

Ii| Measures

|| Measures {non-aga)
| Dates

Ii_| Organization

|| Fund

| Program

|| Project =
I ] Task |
|| Object Code

I MARS Program Group
I | MARS OPT

[e Chart

# || Record Flags j
NG| | CBS Affected Document .:-I

T

1 HE B B B B B B EEEEEEBBE

{1/ Result Objects

To indude o3ta in reports, select

arrow. Clior Run Queg,

¥ Query Flters

To fiter the query, select predefned fters or ohjects n
dicking the arrow, Select Filter to speaty the vales you

= The objects available
X in the Universe
; selected are in the
folders to the left.

N the Uiniverse pane and aod them here by dickang the

rewrr he results.

m Note that there is a
Result Objects pane,
a Query Filters pane

TR« v E and Data Preview

the Uiniverse pane and aad them here by p ane
want refurned to reports or seiect Fromot to

gefing 3 message 50 Users can seject vales of ther choice.

'In Data Preview

Refrazh

|Type a-text to fiter the values

I |:j: Query 1

2/12/2015
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Creating WeblI Documents: Query Building

) m Select desired objects to include in
(. Query Panel the document as follows:

:fﬁﬁ.ddt}uery "; (= Ee |_:".I PE B . .
: : = = m Click “+" to open the following folders
bl . [ Result Objects i
- Universe outine _ = : to see the objects:
i = . ' Orglevel 4 Code ! Project Code = Met Amount O Measures
98 « rypeteretofteront | B0 BF | [ | | o v =1 Organization

= o - 1 Project

Master perspective ¥

F -

= % MARS AP Trans (CBS) -
[ |7 MARS AP Trans (CBS) -

eyt i £ AuiEry Filters m Click and drag (or double click) the
& [ Conditionz _-" . . .
following objects to include them on

F || Prompts = " To fiter the guery, select predefined fiters or objects in the Liniverse, )
= =" Measures .- =1 | dfidang the arrow, Select Filter fo spediy the valves you want retume the Re Su |t O bjeCtS P ane:
(=t Amount e 0 define & message 50 users can select values of their choice
i fidebicad L= 1 Org Level 4 Code

* Unpaid 1 Project Code

“ Paid | TEREd

* FTE (Org) Em Data Preview Net Amount
“ FTE {Program) i :

w FTE (all)

“ FTE 113G (Org)

W FTE 113G (Program)

w FTE 113G (Al

w Stat Unit Qty - Hours

w Credit Amount

“ Debit Amount

W CR Minus DR Amt -
1 : : | o] | Type & text to fiter the values

2/12/2015 11
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Creating WeblI Documents: Query Building

(L] Query Panel m  Notice that the objects in the
T T ] e - - Measures folder have a gold icon and
ey - [PRET B P &2 @ the objects in the Organization folder

\ Universe outiine (i Result Objects have a blue icon.
Master perspective = ; ; . .
| 0 feati gt dodo Rl The gold icon designates a Measure
28 - |Type here to filter on t e Bt = ObjeCt-
FTE 113G (Al
it Qty - Hours . .
Credit Amount m The blue icon designates a
Debit Amount i Ruery Fters Dimension object.
CR. Minus DR. Amt R R e o
& [ Measures - PY Downward Only = TG ‘;_E:_:ol‘_::; <A _f_:: H1L_ :
R e || define s message o o seiect vsieso @ A Measure is a value that will be
k4] | Net Amount by Mon
[ Rk At b s aggregated based on the selected
i M i) dimensions, such as dollars, FTE and
@ [ Dates i _ employee counts.
[# || Organization .: Data Preview
@ (1 Fund
& [ Program m  ADimension is a value that
= "'.“JPE:;J_E categorizes the Measure, such as
| Brfct Descr Fund, Project, Organization or Object
| Project Code f Descr Class.
! Project Code {Allot Level)
! Project Descr {Allot Level) i L
4| - I_PI_I Type a text to filter the values u Keep the terms Measure and
- . Dimension in mind, as they may be
| (7] Query1

used later in this User Guide.

2/12/2015 12



Creating WeblI Documents: Query Building

Gl addouery - | ([H'EH B &P & 2|

% Universe outliine . (1 Result Objects

| .Master Perspettive = = ! QOrg Level 4 Code ' ProjectC

98 + |Type here to filter on t | E Bt <
T 1T IR FICK OO :[
F [ Conditions |
= == Prompts |
" Program Group Prompt ¢ Query Filters
8- oo R .
F FY-FM<=Prompt B [ -1 - > :
7 FY -FM = Prompt | L | | SR
7 GLEnd Date Prompt | st v
" GL End Date Range Prompt ! e
" Activity Prompt {(Prog 1) L.
" Activity Short Mame Prompt - , -7
¢ LO Prompt (Org 1) R 1 pData Preview
L0 Short Mame Frompt. < - |

r FMC or LO Prompt

@FMC or LO Prompt

" FMC Prompt - Wildcard

" FMC Short Mame Prompt

" LD, FMC, Org3 or Org4 Prompt
" Org Level 3 Prompt

" Org Level 4 Prompt

" Org Level 7 Prompt

= -
Tira | awal 7 Dearant o W ild-zed

2/12/2015

To reduce the number of rows
returned and speed up query
performance, add some query filters.
You will learn more about query filters
later in this guide.

Click “+” to open the following folders
and see the objects:

O  Prompts

Click and drag (or double click) the
following objects to include them on
the Query Filters Pane:

O  FY Prompt
O FMC or LO Prompt

13
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Creating WeblI Documents: Query Building

Master perspective

-

% " |T'~,-'|DE here to filker on t

==t

T [T QUICK PICK OLJELLS
@ [ Conditions
@ || Prompts
@ [ Measures
@ [ ] Measures {non-agg)
@ [ Dates
= [i] Organization
m [ Fund
@ = Program
& [ Project
@ [ Task
@ [ Object Code
@ (7] MARS Program Group
@ (] MARS OPT
& [ Chart
i [i| Record Flags
@ [ ] CBS Affected Document
= [ ] MARS Affected Document
= |1 Document Chaining

|>|
[ |

I m Click Run Query to
so— — execute the query.
|ﬁ—i Add Query ~ rﬁ”ﬂ”:ﬁ_ ﬁ |i QP - | | { =2 Run Query | ﬁﬁ Close - |
& Universe outline {70 Result Objects oG4 »

7 Org Level 4 Code [

J Project Code |

L ﬂet Amount

W Query Filters

| "7 FY Prompt |
|_AnD | T

= |
" FMC or LO Prompt

{ff] Data Preview

7 Refresh

Type a text ta filter the values

= [ Employee

m [ vendor ae

B0 e fj
| ¢ query1

2/12/2015
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Creating WeblI Documents: Query Building

Prompts

¥ *FMC or LO for all 20-01 Tune s - 2001

ype values here
¥ *Fiscal Year 2014 Refresh values ¥ | =
il

LO Short Name <

Y

CORP SVC5
MESDIS
MNMF3

MNOS

MNWS

OAR

OMAD

=l
LIEAM

HEEEEBE®

*Required prompts

2/12/2015

When the Prompts screen
appears, click on the prompt
text in the upper part of the
screen and either type in the
desired value or select it from
the list of values in the lower
part of the screen.

If the list of values is empty,
click the Refresh Values button.

Click Run Query to execute the
guery with the select parameter.

If the Run Query button is not
available, it is because you have
not answered all the prompts.

15



Creating WeblI Documents: Query Building

IHmnE’IDoam'aentslﬂewDDcument S HE |

m The query is processed and

Fie | Properties | " ReportBlements | Formattng | DataAccess | Analysis | Page Setup | your are switched to the
(ﬁ Sl GH © a8 b | col | Secion|  crat| oer|  Took| pesten| e ~ DESIgN mode.
e lsB@EIX @ [E-EH-@-E-[d-5-@- [funib - | Bstas y The resylts of the query are
= D A e x| NameOf(Project Code]) placed in a report tab
— lType :_::. e to filter tree _ (RepOI’t l) in the default
= e -EJN?wB?;ETZIH: o report format.
= § retlogs m The only time objects are
@ v Report{ placed |¥1 a reporJt tab is the
N first time you run a query.
_____ — Org Level 4Code  ProjectCode  Net Amount New objects added to the
By 20-01-0000-00 A2MFUAL 0.00 query will have to be moved
20-01-0000-00 ABM1IGA 0.00 to the report tab(s) manually.
20-01-0000-00 ABM2LNT 0.00 = Note that the rows going
20-01-0000-00 3LP1A03 7,551.82 down are sorted first by
20-01-0000-00 FaM5IGA 0.00 column 1 (FCM), then
20-01-0000-00 GEM5I10 0.00 column 2 (Project Code),
20-01-0000-00 JEMARHO 22 40 etc. Column order and row
20-01-0000-00 JBM5IGA 020 sorting can be modified and
20-01-0000-00 JBMBH10 0.00 will be covered in the Report
= LIITINRY o.on Formatting section.
Arranged by Alphabetic order [] [Z Report1 /

2/12/2015 16



" J
Creating Webl Documents: Document Storage and Organization

m Click Save (Diskette Icon) to save your document.

|Hmnmtsl Mew Document 2 & |

m The first time you click save, you will be prompted

— = to select a folder and document name. Optionally
{E“l HEr S| PLE  Tables s you can specify a personal category.
EH-H-8-

/ File_| Pmperﬁesl _/*”f Report Elements |_

m  From the Save Document pop-up window, select
B Favorites Folder and do not select a Personal
5 [Tehere o | Category at this time.

m Inthe Name field, enter ‘“Training Doc 1.

(WS #l X Save As £ %
Ry [ | ~wWebintell
XEI & K 4| 1]oft b M . shielgenss
7 ewebinteligence | |Listing - Program and Project Codes
Favorites Folder Title & Last Run Time
B . %! | MARS Finandal Statement - Annual
= Favorites Folder 1 | ~Webinteligence ¥
s ~ifiebinteligence ¥ | Listing - Program and Project Codes
*¥ | MARS Finandal Statement - Annual DO n Ot |C k a
S ave I n Public Folders p
Favorites Folder e Femm———Category-atthistime——
Save As Type: I Web Inteligence j
Public Folders 2
File Name: [rraining Doc 1] ] Description: ’
Save As Type: I Web Inteligence j
Keywords: |
»
Assign Category:
Save | Cancel | BB personal Categories
BB Corparate Categories

2/12/2015 17
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Creating Webl Documents: Document Storage and Organization

[Foe [ vocuments

View = Mew = Organize

My Documents

Send

More Actions

-
& mnbox

EE My Alerts

19 gubscribed Alerts

- BB Personal Categories

2/12/2015

Details

% % [

Title =

~Webinteligence

Listing - Program and Project Codes
MARS Finandal Statement - Annual

Training Doc 1

Each user has a Personal Folder
area for storing Personal
Documents called My Favorites.

Personal Documents are either:
1 Created by the user
1 Sent by another user

1 Copies from Corporate
Documents

To see Personal Folders click
Documents -> My Documents.

18



Creating Webl Documents: Document Storage and Organization

Each user can create subfolders and/or sub-categories to keep their personal documents organized.

Personal documents and folders are stored on the BusinessObjects server at the ITC, not locally on

the user’s PC.

Home I Documents Details

=
L=

View = | MNew = Organze
ME'DDCLH' [ Local Document
i

|

Publication

Hyperlink

Folder

R Subscribed Alerts

A —— ¢
5 Personal Categories

Send Title ~

~WWebinteligence

Training
#| |Listing - Program and Project Codes
# | MARS Finandal Statement - Annual
# | Training Doc 1

| Home | Documents I

Home I Du-cumenls]

View ~ MNew = Organize = Send

l?L Category

My Do
' =51 M1;r Favorites
Elinbox

i) My Alerts

| '?SUbscribed Alerts

2/12/2015

View T Mew ~ Organize = Send More Actions

My Documents

" “l My Favorites

2 Subscribed Alerts

- e yym— Categories

Details

Title =
%1“ Training

Note that the subfolders under the Public Folders folder are hidden by design. Users are unable to
save to Public Folders or Corporate Categories.

Create Training Folder:
Highlight My Favorites
From New Menu select Folder
Name the folder ‘Training’

Create Training Category:
Highlight Personal Categories
From New Menu select Category
Name the category ‘Training’

19
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Creating WebI Documents: Document Storage and Organization

YWiew T Mew T Organize ~ Send = More Actions * | Detais
‘I'_"!ly Documents I:! jzr) Create Shortcutin My Favorites | Title «
El &= My Favoritg] ok Cut ;]_: .m-;\';a.’ei:intelligence
12 ook 3 Copy (&= Training
.%Q My Alerts [# Copy Shorteut |# | Listing - Program and Project Codes
i # | MARS Finandial Statement - Annual

f_gi Subseribed | X Delete : 1
i - ) |Tra'rr1'rr1;| Doc 1

=t ﬂ Personal Categories

: E?'E'Z‘*‘.Trair'uing

|H¢me|[)ocument5|

View = New = QOrganize ~| Send Mare Actions -

e —————

My Documents

= My Favorite| 15 Copy

CRCTI —

[0 iebin L3 Paste

2/12/2015

Your document has been saved in the
My Favorites folder.

To find your document, click
Documents -> My Documents. Click
on the My Favorites folder.

You can move a document using the
Cut and Paste options under the
Organize Menu.

Move Training Doc 1. ..

Cut from My Favorites

1 Click on My Favorites

1 Click on the ‘Training Doc 1’

1 From the Organize Menu, select Cut
Paste into Training

1 Click on the + next to My Favorites

1 Click on the Training folder

1 From the Organize Menu, select Paste

20



Creating WeblI Documents:

[Fone | Documents |

Document Storage and Organization

m  When you saved Training Doc 1, you
were instructed not to specify a category.

View = Mew = Organize = Send = More Actions = | Details

My Documents
S| My Favorites

= ~ebinteligence

- [ Training

View Lineage

View Metapedia Terms

m In a subsequent step, you created the
| Training category.

# Listing - Program and Project Co

# MARS Finandal Statement - Ann

L Inbox

Categories — Training Doc 1

Select one or more categories to add the object to

Categories the object belongs to are highlighted,

E‘ % personal Categaries

H- @ Corporate Categories

2/12/2015

Maodify
Mobile Properties m  Assign Training Doc 1 to the Training
Sl Hskry category as follows:
&= Categories ] From the More Actions Menu, select
Document Link Categories
Open Personal Categories and click on
Training
Click OK

21



Creating WebI Documents: Document Storage and Organization

Jl-kﬂl Documents ]

View = Mew = Organize = Send = More Actions = | Details

My Documents Title =

I wwebinteligence

k2 Training

Home | Documents

View = MNew = Organize = Send = More Actions =~ | Details

My Documents Title =

B [ My Favaorites

& Inbox
.«28 My Alerts

3 Subscribed Alerts

= & personal Categories

2/12/2015

Now you should be able to find your
document in both the Training folder
and the Training category.

Typically, there would be no need to
have both a category and folder for
the same subject.

You may choose to use only folders
for organizing your documents, or you
may choose to put all your documents
in one folder and use categories to
keep organized. Both were created in
this exercise purely for training
purposes.

22
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Creating WebI Documents: Recalling a Document

m To use the document you have

‘“:'m;”m'ﬁm"; M‘ 55 o5 o T hw e B3 —rr just saved, simply navigate to

W e« E— : — 5 the appropriate folder or

Eg' category and double click on

ey e ; the document name.

-- Report 1 |

| Fiscal Year
m  The document will be opened in
20-01-0000-00 42MFUAL 0.00 H
20-01-0000-00 48M1JGA 0.00 Readlng mOde' You CannOt
20-01-0000-00 48M2LNT 0.00 Change the query Or report
000 BLP1AD2 185182 N |ay0ut in Reading mode.
20-01-0000-00 FEMAJGA 0.00
20-01-0000-00 GBM5J10 000
20-01-0000-00 JBIHRHQ 2240 m The da.ta. you See When you
20-01-0000-00 JBMBIGA 0.20 .
20-01-0000-00 JBMEH10 0.00 Open a' document IS the data
B0 | ath from the last time the document
20-01-0000-00 JBP1ATA -1.00 Was Saved
20-01-0000-00 KEMARHQ 165.64 b )
| 20-01-0000-00 KBM2JGF 0.00 | > _|;
_ B Reports m  Open Training Doc 1
Report1 + [ Track changest OFf | 4 4 Page1of1+ b M || = ]| 100% v & < 1minuteago

Click Refresh Data to retrieve
the latest data and/or change
the prompt parameters.

2/12/2015 23
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Creating WeblI Documents: Editing a Document

[Fone [ octmens | Training Doc 1 17 |

WebInteigenee ~ | S [E - | S PR |0 ¢ @ [ETakr Joil - G Fierdar [7]Feze - 55 Outine |

o

Read[g * Design = |

%5 FMCorLOforall

72 Report 1
| Fiscal Year

) 2014

Org Level 4 Code ProjectCode  Net Amount

ANA4NNNNAR ATMET 181 nnn

I
Home | Documents

View = Mew = Organize * Send = More Actions = | Details
My Documents View Lineage
- [ My Favorites View Metapedia Terms
¥

|'>;1'| Inbox [ Mﬂdlﬁf
- B9 My Alerts Mobile Properties
#2 Histo

BSubsaibEd Alerts -
. Categori
= @Persnnal Categories % A=

@ . Document Link
Training

2/12/2015

To make changes to the
query of report layout you
must open the document for
editing in one of two ways:

While in view mode

00 Double click the
document to return to
Reading mode

00 Click on the Design
option

Or...

From the Detail Panel

0 Highlight the document
in the Detail Panel

From the More Actions
Menu, select Modify

O

24
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Creating WeblI Documents: Editing a Document

Home | Documents | Training Doc1 = = = |

/"/ File | le]::erh'es _// Report Elements | " Formatting | ' Data Acress |  Analysis | C Page Setup |
= - — — - -

D;}?‘TE-H*-E% #D 2 - =] v || Tables | €l | Secfion | . Chart | Other | T

2/12/2015

e e e e

o oo |k BR X Fa |D rHEE | il - & - @~ |[ P TormInta - | B Setassection |

[i‘ Advanced | =2 Run

%g FMC or LO for all

g |20-01 |
{=E

-| Fiscal Year

121 2014 | Report 1
]

= Org Level 4 Code Project Code Het Amount

s 20-01-0000-00 42MFUAL 0.00

20-01-0000-00 48MTIGA 0.00

Open Training Doc 1 for
editing.

You will be in Design mode.

It is from the Design mode
that you will be able to do
the advanced report
structuring and formatting
that is covered in later
sections.

For this lesson you will
learn how to add and delete
columns from the query and
report.

25
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Creating WeblI Documents: Editing a Document

N — : m To Edit the Query, click on “Data
_ | e LIS — = Access” and then click on “Edit”
" Fle | properties |  Reportelements |~ Formatting | Data Access | Bnalysis |~ Page setup | under “Data Providers”
O 3R 8 & - 5 -] | DataProvides | S psobeas|
> T e S I e = = (# Edit §¥ purge = | ¥ Refresh ~ ‘ s Mew Variable = | 0 Merge
E8 _User Promat Inpu Foud x o
= [ﬁ Advanced | =2 Run
IEE FMC or LO for all
= |
ﬂ 12001 |
| Fiscal Year
oM core | Report 1
= Org Level 4 Code Project Code Het Amount
o
2/12/2015
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Creating WeblI Documents: Editing a Document

&5 Query Panl = = Add 4-Digit Object Code to your
query as follows:
Open the Object Code folder

_ - : _ Click and drag (or double click)
| Mt poerine T : | OrgLevel 4 Code | 4Digit Object Code ’ Project Code . Met Amournt the 4_D|g|t Object Code so that it
appears in the Result Objects

Click Run Query

Lf"j-iiAdd query ~ | BT B f? = & || 2 RunQuery f:l Close =

= L +
e Uriverse-outine {f] Result Objects S 0 I

"

@@ = |Type here to fiter on t By =t %

@ || Organization i ﬂ

| Program
| Project

iiters

m To remove objects from your

[ [ Object Code I v rom| . 1 1

20 cbect o I query, simply click and drag them
| SORRapOE " FMCorLoPrompt out of the Result Objects panel.
| $0iit Oiect b — B
Pl | o “= m Alternatively, you can highlight
! 6-Digit Object Deser ! f i 1
ot W the object and press the delete
| 8-Digit Object Code . | key

. S-EJ|g|tE_JIbJect [.)e.s.a g ;I | Type a tekt to filter the values

| (7 querv1
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Creating WeblI Documents: Editing a Document

| Home | Documents | Training Doc1 = & |

e [ Funﬂatﬁ"ng/ Data Access | Analysis | dre|

Fi|e| Pruperﬁasl
DEE- S h $PL-2-

The query is
processed and your
are switched to the
Design Report mode.

Note that the newly
added object does not
appear automatically in
the report.

The newly added 4-

" Data Providers  DatsObjects |
oK BB X Fa | (¥l Edit 2% Purge ~ | ' Refresh = | &3 New Varisble - |/ Merge
L==11E]
E iT-,'p-E here to fiter tree
= i]Training Doc 1
> ! 4Digit Object Code e
=_U| ! Org Level 4 Code
: ! Project Code FET
m w Met Amount Re o)
== [ ] Variables
5
= Org Level 4 Code Project Code Net Amount
? 20-01-0000-00 A2MFUAL 0.00
20-01-0000-00 48M1IGA 0.00
N4 Amn an ADRIT KIT nonn

2/12/2015

_Digit Object Code
object is available in
thg Available Objects
tap.
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Creating WeblI Documents: Editing a Document

| Home | Documents | Training Doc1 & = = |

: b i | Properties |

Report Elements |« Formatting J Data Access | g Analysis |

Page Setup |

OB~ S8 Els 3B~ |
¢ ! | (& Edit =¥ Purge ~ | X Refresh - ||

Dizta Providers |

/" Data Ot_ajeds
= - -

s Mew Variable - 4 Merge

B ~= < |

%E |= j:jTraining Doc 1

! 4-Digit Object Code

To add objects from
Available Objects tab to
report, drag and drop
onto appropriate place in
the report.

S Ak = ] As you drag object over
] - e it Report 1 table, a tooltip will

|1 variables

Net Amount

Org Level 4 Code

Project Code

display, indicating the
correct place to drop

20-01-0000-00 42MFD 0.00 data object. The tooltip
20-01-0000-00 48M1JGA 0.00 in the screen shown
20-01-0000-00 48M2LNT 0.00 says’Drop here to insert
20-01-0000-00 8LP1A03 7,551.82

HomélDbG.xﬂa}'ﬁITrainingDDcl & 4 B

| /-". File | Properties |

a cell’. Itis also possible
to replace a cell.

Report Elements |« Formatting J Data Access | . Analysis | Page Setup |
PEd B @2 0| [ mmremel e Drag and drop the 4-
oo |k HEl X 57 : (¥ Edit ¥ Purge ~ | Y Refresh - i A Mew Varizble = | 4 Merge Dlglt ObJeCt COde

B =~ v

1 ol 4-Digit Object Code
=0 1 Org Level 4 Code
! Project Code
s Met Amount
|| Variables

‘ ; = jf]Training Doc 1
I :

Org Level 4 Code

Report 1

Project Code 4 Digit Object Code

Net Amount

20-01-0000-00 42MFUAL 25-27 0.00
20-01-0000-00 4BMI1JGA 21-40 0.00
20-01-0000-00 ABMZLMT 21-40 0.00

2/12/2015

between Project Code
and Net Amount.

Save your document
after each change by
clicking the Save button.
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Filtering Document Queries

30
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Filtering Document Queries

o What Are Documents Filters?

® Restrictions or conditions OPTIONALLY added to queries to
limit data retrieved from data sources

o Why Use Them?

® To retrieve only pertinent data
® Generally reduces query time
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Filtering Document Queries

o Two Types

® Predefined
O Built by MARS administrators
O Available in all universes for use in document creation
O Can be found in Prompts and Conditions folders

® User-Defined
O Built within a document
O Applicable only in that document
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Filtering Document Queries

ljjAddQuerv HAEEHE @ E 2| 2 rnouey | Zdse -

= - +
”,'fu Universe outine {T] Result Objects o
i 5 " | = ||| ¥ Orglevel4Code || 4 Fund Code || # 4Digit Object Code’ || ¥ Project Code
é@ ET-.:n': here to filter on tF | @y o <
B e : = v Net Amount
i# || Organization ;[ e
B = Fund

 Bureas Coce - -m Predefined query

s s J ki ‘/ filters (denoted by
! Direct / Reimb Abbr (DIRECT/RE ‘ = FY Prompt ye"OW funnel

! Fund Group (ORF, PAC, Etc.)

! Fund Group (Expired Separate) s H )
O P AND FMC or LO Prompt
! Fund Group Short Name 2 T _J— ICO n .
! Fund Group Short Name {Expire 4' | fund tode | Eidl viiIDD‘]J ic
Fund Code \

m User-defined
query filter.
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Filtering Document Queries: Predefined Filters

[T Query Panel
lj.l Addquery ~ | | = G ‘9 A B A RunQuery fﬂ Close '~ |
"¢ Universe outline {11 Result Objects T X )ﬁ

SEEER SR R " = | Orglevel 4 Code ! Fund Code ' 4-Digit Ohject Code ! Project Code

é@ | Type here to filter on & E =t <
. | MNet Amount

= [ Conditions ;[

7 Exclude Fund 0080~ A -
/" Exdude Expired Funds > N

¢ Exdude Leave and Benefits Pro®™ |
7 Exdude Surcharges & Over-Une. |- o i FY Frompt
7 Indude Leave Taken &leave S)° — >« 2 :
7 Indude Benefits Paid & Benefit: | * Yo || 7 EMCorlo Prompt

7 Indude Direct Only < Il \:‘:77
¢ Indude Reimbursables Only L © Exclude Fund 0002
7 Indude ORF Only i

7 Indude PAC Only

7 Indude Labor Only

7 Indude Mon-Labor Only |
# [ Conditions to Match Trars Repc

# || Prompts #:
4 | B

|Tvne 5 text tn filter the valies

7 Query Filters ¥ TR A4 w B

ff Data Preview 2 Refresh

2/12/2015

Open for editing Training 1
Doc from the previous
lesson.

Switch to Design mode.

Click on “Data Access” &
then click on “Edit”
Note that you have already
used two predefined query
filters from the Prompts
folder

FY Prompt

FMC or LO Prompt

Open the Conditions folder

and add the following object

to the Query Filters pane:
Exclude Fund 0002

Click Run Query
Click Save
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Filtering Document Queries: Predefined Filters

Home ﬂmmm{s Training Docl =~ & -Z:Jl

—

v Gl

 Report Elements | Formatting | Data Access | Analysis | Page Setup |

Ned- 36 Pl =-

De|lsBH X @S

/" Data Providers

" Refresh =

’7:: Mew Variable ~ | 0/ Merge

| A Edit 5 Purge - |

Type here to fiter tree

ool x o

[z
%E =] j:]Training Doc1l
= ! 4-Digit Object Code
I ¢ Fund Code
¢ Org Level 4 Code
! Project Code
s Net Amount
|| Variahles

2/12/2015

Org Level 4 Code

20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00

Report 1
Project Code 4-Digit Object Code Het Amount
42MFLIAL 258-27 0.00
4BM1IGA 21-40 0.00
ABMZLNT 21-40 0.00
ABM2LNT 21-43 0.00
8LP1ADZ 21-50 7.551.82
FEBM5JGA 25-27 0.00
GaMsJ10 12-14 0.00
GaMsJ10 12-34 0.00
GaMal10 12-35 0.00

Note that the report no
longer includes project
codes from the Internal
Fund (fund code 0002).

Click Save
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Filtering Document Queries:
Pre-Defined Filters

o The pre-defined filters in the Conditions folder filter the data
as stated in the object name, for example: ‘Exclude Fund
0002'.

o The pre-defined filters in the Prompts folder filter the data
based on a value or values supplied by the user of the
document.

o Itis quicker to double click a pre-defined filter than it is to
build a user-defined filter. Be sure to browse through these
folders to see what is available. Every MARS Universe has
a Conditions and Prompts folder.
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Filtering Document Queries

o Query Filters—Different Types

® Single Value
FMC Equal to 20-01

® Multi Value
FMC In List 20-10; 20-20

® Prompted Value
FMC Equal to (“Enter FMC”)
Prompted Values can be required or optional

® Complex
Fund Code Equal to 0085
OR
(Fund Code Fiscal Year Equal to 2005
AND Fund Code Equal to 0036)
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Filtering Document Queries

o Query Filters (including Predefined filters) have three components

Object  Operator  Operand
Example: LO Equal to 20’

1) Object: Object from the Universe
2) Operator: ldentifies relationship to operand

O (e.g. Equal to, Less Than, Matches Pattern, etc.)
3) Operand: A value

O Can be explicit value, user supplied value (prompt), another
object, or another query (subquery)
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Filtering Document Queries

o Operators (page 1 of 2)

Operator Description Example
Equal to Exactly matches value FMC Equal to 20-01
Not Equal To Anything other than value FMC Not Equal To 20-01

Greater than

Greater than value

FMC Greater than 20-01

Greater than or
equal to

Greater than or equal to value

Net Amount Greater than or equal to
10,000

Less than

Less than value

Trans Date Less than 9/1/2006

Less than or equal
to

Less than or equal to value

Net Amount Less than or equal to 10,000

Between

Between the two values
specified, also including the
two values specified

FMC Between 20-10 and 20-60

Not Between

Not between TWO values
specified nor equal to either
value

FMC Not Between 20-10 and 20-60
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Filtering Document Queries

o Operators (page 2 of 2)

Operator Description Example
In List Matches at least one of the FMC In List 20-10;20-20
values listed
Not In List Different from the values listed | FMC Not In List 20-10;20-20
Is null Has no value, as when a data Affected Reference No Is null
column is empty
Is not null Has a value, as when a Downward Net Amount Is not null
column contains data
Matches pattern Includes the specified string Project Code Matches pattern 8MI1J%
Different from Does not include the specified | Org Level 7 Code Different from pattern
pattern string 20-__ -9%
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Filtering Document Queries

o Operators —A Few Notes

® The following operators can be applied to strings (character
data), numbers and dates:
O Greater than / Greater than or equal to
O Lessthan/ Less than or equal to
O Between / Not Between

® The following operators can be applied to strings only!
O Matches pattern / Different from pattern

® Matches pattern / Different from pattern are only useful when
used with wildcard patterns.

O ‘%’ represents ZERO, one, or more characters

® Example: Last Name Matches pattern ‘%N%G’ can return the
last names NG, MANNING, and NEIBERG

O * 'represents one, and only one, character
® Example: Org Level 7 Code Matches pattern 20-___-9%
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Filtering Document Queries

o Operands:

® Constant (default)

O Document builder will enter a specific value
(e.g. Fiscal Year Equal To 2008)

® Value(s) from list

O Document builder will select values from a list of possible values for the object
(e.g. Fiscal Year In List (2008;2009)

® Prompt

O Document builder will enter text describing the type of value the Document user should
enter at document runtime _
(e.g. Fiscal Year Equal To “Enter Fiscal Year”)

® Result from another query (Any)
O Document builder will create an additional query to use as a filter for the main query.

® Object from this query

O Document builder will specify another object
(e.g. Fiscal Year Equal To Fund Code Fiscal Year)
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Filtering Document Queries: User-defined Filters

m  Open for editing Training 1

Report Elements | Formatting W Data Access | Analysis 74 Page Setup |

e . (EE ] Doc and switch to Design
ik M iz : Report mode, click on “Data
|| (10 Query Panel N e Access” and then click on

| (71 Add Query ~ ([T B E 9 B & eunouery | 5 Cose - Mot Between Edit ! if you are not there
it l - e l Matches pattern 5 5 & , a|l‘eady

: ';_-f- Universe outline . ({1 Result Objects - St b ot | ¥ 1 - Open the Record F|agS folder

. Master perspective . i [ [z I Org Level 4 Code J kb {‘h’“)'[; Greater than and add the fOIIOW|ng ObJeCt

P e——— e — —— e to the Query Filters pane:

e d | # 4Digit Object Code . Project Codi i Labor (Y/N) _
ii Tasjk } Less than or Equal to CBS Labor Flag
@ St T i Drop down the list of
ig MARS UPTg ’ | Mot In List operato s
& [ Chart 7 Y Prompt ot Select equal to
& [ Record Flags ——
e TSR Except In the operand box the default
Labor (Y/M) - CBS Labor Flag % | anD . | - Te Null IS Type a Constant
t:::re g:r:;:ﬁ;mxx [ Exclude Fund 0002 ! | s riot Nl | . Type Y
:ﬁ:gﬁ; ! Labor {¥/N) - CBS Labor Flag :Eguallto = Y ! E, u CIICk Run Query
! PY (¥/N) - CBS PY Flag . Click Save
! BY (Y)N) -MARS = o I
I BY Up/Down or CY - CBS PY Tij [t Data Preview =2 Refresh
4] 3 [ i
| (T Query1 /
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Filtering Document Queries: User-defined Filters

[Home | Documents | Traiming Doc1 = = = | m  Note that the report no longer
" Fie | Propertes | RepertHemits | Fomating ) Data Access | arsiyes | pagesene | contains object codes that are
D E-| S| & 2 =~ || Databrovides | " Data Obects | not labor
Yy =l e 5 @ = | (# Bdit =¥ Purge — | = Refresh - || A New Variable = | /4 Merge | )

Type here to filter tree

%E = j:.']Trai.rring Doc 1 n CIICk Save
= 4 4Digit Object Code

=0 4 Fund Code

—= 4 Labor {v/M) - CBS Labor Flag

129 4 Org Level 4 Code Re ort 1
R 4 Project Code

e

."la?_—l s Met Amount

: =T Varables Org Level4Code  ProjectCode | 4-Digit Object Code Net Amount

20-01-0000-00 JEP1ATA 11-12 -1.00
20-01-0000-00 KEBMZIGM 11-12 0.00
20-01-0000-00 KEM2IGM 12-32 0.00
20-01-0000-00 KaBM2IGM 12-33 0.00
20-01-0000-00 KEBM2IGM 12-34 0.00
20-01-0000-00 KEaMZIGM 12-386 0.00
20-01-0000-00 KaM2IGM 12-37 0.00
20-01-0000-00 KaBM2JIGM 12-38 0.00
20-01-0000-00 LEMIRHO 11-12 3,196.26
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Filtering Document Queries: User-defined Filters

m  Building a User Defined Filter

MRS | __ M that Prompts for a list of
|Fadoey - | [HTEH G @ F 0| | & mnquery | /igiickes <| values . . .
1 Universe outine lj— Beadb i 7 X & cr . Open fOI’ edltlng Tralnlng 1
Masterl?erspecﬁve = [ ("8 Org Level 4 Code .. ! Labor (¥/N) - CBS Labor Flag | ! Fund Code DOC and SWltCh to DeSlgn
A —Dh I-IE_“E e | B E:[. = | 4-Digit Object Code ! Project Code || ¥ Net Amount I Re pOI’t mOde, C“Ck on “Data
= & Fund - - . .
J ! Bureau Code B ACCGSS and then CIICk On
! Bureau Name | o i les = o« T
! Direct / Reimb Descr ¢ Query Filters A Edlt y If yOU are nOt there
! Direct [ Reimb Abbr (DIRECT/RE | |
! Fund Group (ORF, PAC, Etc.) /" FY Prompt already
! Fund Group {Expired Separate) —
oo e 7 FCor Lo Promt m  Open the Fund folder and add
| Fund Group Short Name (ARRASE |21 | a5 | 7 Excude Fund 0002 the fOIIOWing ObjeCt to the
e e .
" EE:S;‘::; o | Labor (/) - CBS Labor Fiag | Equal to '_Y iz Query Fllters pane
! Fund Code [ Descr | T 7 -
1 ::Llnd ExpﬁredD{Yﬂ\I) | Fund Code | InList = |{Type a constant 3 ) Fund COde
et | el m Leave In List as the operator.
! Fund End Date — Value(s) from list
 Fdend e | Datapreview Prompt =i @ Select Prompt from the
! Fund Cancel Date | I P o A oy i -
 Fund status o M operand drop down.
| = S ] ! _,_IJ Type & text to filter the values | Restirdm snetergery )

] |j_‘ Query 1 _//

2/12/2015 45



" J
Filtering Document Queries: User-defined Filters

m  The default prompt text is
“Enter value(s) for Fund
Code:” You may change the
prompt text by typing over the
default text and pressing
enter.

' Fund Code | In List ~ ||Enter value(s) for Fund Code

Prompt Properties

& New prompt

¥ Parameter from universe

Click the Prompt Properties

icon to open the properties
Prompt text: |Enter value(s) for Fund Code

dialog.
Prompt Properties m Note that you can make the
¥ Prompt with List of Values [T select only from list prompt Optional and control
W Keep last value(s) selected ¥ optional prompt the list of values and default
values.
[T setdefault value(s)
Type a value Check the Optional Prompt
box.
m Click OK

m  Click Run Query
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Filtering Document Queries: User-defined Filters

R |
Prompts X
v Enter value(s) for Fund Code e T e
¥ =FMC or LO for all 20-01 ' [ |
Refresh Values ¥ | >
¥ *Fiscal Year 2014 EL
Fund Code | Fund Descr <
* ALL wil
0001 OR&F GENERAL OPERA
ooz INTERMAL FUMND 13X14EF u
.|| 0003 REIMBURSABLE (W /OLT
| | D004 REIMBURSABLE (\W/ADY
" | ooos ADVAMCES - SINGLE YR
0oos ADVAMCES - MULTI ORI
0oovy REIMBURSAELE -
4| | B
October 17, 2014 2:33:31 PM GMT-04:00
-
|
*Required prompts
0K Cancel
|
|
|

2/12/2015

When the query is run, the
prompt box will be displayed.

If the List of Values does not
appear, click Refresh Values.

With the new optional prompt
you can either

Not select any funds

Select one fund

Select multiple funds

Note — the “*” for All will not
work with a User Defined
Prompt. If you want all funds,
do not select any funds.

Do not select any funds

Click Run Query
Click Save
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Filtering Document Queries: User-defined Filters

Prompts

s

Frompts Summary
W

¥ *FMC or LO for all 20-01
¥ *Fiscal Year 2014

Enter value(s) for Fund Code (optional)

Refresh Values %5

Fund Code

| Fund Descr

0090
0091
o092

| | ooss

1001
1002

O

EPA TRAM &
G5A TRAF
NOAA PAS
NORTH Py

0036
0097

NOAA OR_I

October 17, 2014 2:36:57 PM GMT-04:00

| -

* Reqguired prompts

2/12/2015

Each time you run this query,
you may choose to

1 select all funds by leaving the
fund prompt blank

C1 or pick particular funds you
are currently analyzing
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Filtering Document Queries: Complex Filters

{7 Query Panel

.L":i:j'AddQuery 'j = R P r_h

" Universe outline

Master perspective -

28 - |Type here to filter on t e Bt
= & MARS AP Trans {CBS) -
[# [EZ] MARS AP Trans {CBS)
@ [7] Quick Pick Objects
@ [i7] Conditions

_| Prompts

[ Measures

MNet Amount
Undelivered
Unpaid

Paid

FTE {Org) i

FTE {Program)

FTE (all)

FTE 113G (Org)

FTE 113G (Program)

FTE 1136 (Al

Stat Unit Qty - Hours

Credit Amount

Debit Amount

CR Minus DR. Amt
[# || Measures - PY Downward Only
| Measures - with PY Downward

2/12/2015

v

{7 Result Objects

A2 Run Query ;ﬂ Close

"X X%

Org Level 4 Code ‘' Program Undelivered “ Unpaid Y Labaor (¥/M) - CBS Labar Flag
' Fund Code ! 4-Digit Object Code ! Project Code “ Met Amount
7 Query Filters S
" FY Prompt

i FMC or LO Prompt

" Exdude Fund 0002

! Fund Code | Not Equal to ~|/0002

Ior ) | Fund Code | Equal to ~||0002

alll

alll

AND AN
| 2 " Program | Equal to ~||09-01-02-000

“ Undelivered | NotEqual to = |0

| [+ Unpaid | NotEqual to ~ig|
|

Al

4

Filters are joined together
with AND and OR
conjunctions.

The AND operator requires
that both filters/filter groups
be true.

The OR operator requires that
either filter/filter group be true.

Groups of filters can be
prioritized to be evaluated
before other filters. This is
designated by right
indentation.
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Filtering Document Queries: Complex Filters
m Create a new Weblntelligence

- document using the MARS
[ querypanel _ o AP Trans (CBS) universe.

ﬁiindd Query - |||ﬂ & E:u i 3‘9 e ] | I-’C;' Run Query %ﬂclose -
| tmese ot o _ TX% ' m Include the following objects:
‘ | :tﬁriﬂwﬁmvi = : i Euvaf _:_ | ! Org Level 4 Code 4 Project Code [t Net Amount |t Undelivered | Unpaid O Org Level 4 Code
[ S LA ) T 1 Project Code
e T A " Net Amount
3 ui e 7 Query Flters PRIV E =) Undelivered
E :E: ;r::sztrses = . 7 FY Prompt | Unpald
® ] Measures (non-aag) | [LAND | 1
E |::; r;ates . . : — | /" FMC or LO Prompt | Pald
# | Organization D FY Prom pt
# [ Fund
1 FMC or LO Prompt
Save As (2.5
X @] 0 «[1]ors > » m C_Ilc_k Run Query
Ifavorites Folder | Title = | Last Run Time | | FI ” In promptS
B- |_:‘| Favorites Folder | | Training Doc 1 ‘ | | CIICk Save
i ehinteligence .
| ebint=hg m  Name the document Training
; Doc 2
Public Folders
File Mame: Il'raining Doczl
Save As Type: I Web Inteligence j
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Filtering Document Queries: Complex Filters

m  Go to the Design Report
|f3_ﬁ'Add e | ||5 e LR | Mode, Click on Data Access,

then click on Edit .
& Universe outline {1 Result Objects
Master perspective % [ =] | P O tevaiatode || # oroject Code m Practice changing the ‘And’ to
@Q |T1r'3:ue here to filter on t we Tt | | = -

‘Or’ and back again by
~ / doubling clicking on it.
[ 7% MARS AP Trans (CBS) -
® [] MARS AP Trans (CBS)
® [ Quidk Pidk Objects F Query Fllters/
# [ Conditions
@ [ Prompts P /
B [ Meastres : = e Zi FY Prompt

# [i7| Measures {non-agg) E 1
£ I_-l Dates defotod, | TR | |
[+ || Oroanization

@ i1 Fund —
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Filtering Document Queries: Complex Filters

7 Query Filters

i FY Prompt

7 FMC or LO Prompt

o Undelivered Mot Equal to ".“.D

Alll

¢ Query Filters

 FY Prompt

¢ FMC or LO Prompt

AMD Undelivered | NotEqual to = (|0

Al

Unpaid | Not Equal to  ~ || i

OR

¢ Query Filters

¢ FYf Prompt

7 FMC or LO Prompt

AND
Undelivered | NotEqual to ~||0

a1l

Alll

Unpaid | MotEqual to - [:||

2/12/2015

Alll

Change the operand back to
‘And’.

Add the following conditions:
1 Undelivered Not Equal to O
1 Unpaid Not Equal to 0

Click on the “Add nested filter”.

drag and drop the Unpaid
condition over the Undelivered
condition when it shows the
nested condition as shown to the
left.

Click Run Query
Click Save

This set of query filters will return
data if either Undelivered or
Unpaid are zero.
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Report Formatting
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Report Formatting: WeblIntelligence User Settings

m  The following exercises will use

| Home | Documents | Training Doc2 7 = = | ‘Inch’ as the measurement unit.
File | Properties | Feport Elements | _F : .
: m The choices are:
View ~ Document| Application | 4 R:E_pnrt| Renams Repg Inch
bol4RBIX & \\r_ﬁndd Report [ Dupli Centimeter

dES

You may change this setting
again later to meet your

(1] advanced | = Run

Preferences individual needs.
s
= Open for editing Training 2 Doc.
{7}
R Grsral e _ Click Properties -> Application
o Measurement unit: | inches T
3 m  Change the Measurement Unit
to Inch.
Ok, Cancel .
— m Click OK.

m This setting only needs to be
changed once. It will apply to all
new and saved documents for
your user ID.
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Report Formatting: Undo Formatting

If you make a mistake while formatting a report, you can click the Undo button.

|
Be sure to Undo before you save. Saving clears the undo cache.

|ﬂ:“elmﬂhraﬂmnmz,p a |
2 File I Properties | -_7-F‘.epﬂrtEIements ' Forma
| S| DL - || Tabes | el |- section |
claml X @e |D-BE-0-2-|

7 x oI

(] advanced | = Run H
1

|| sd 28|

&2

FMC or LO for all
1
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Report Formatting: Page Mode / Structure Mode

m Before we begin formatting, it is important to note the modes in which you may

work on a report.
Page mode vs. Quick Display mode

Design With Data mode vs. Design Structure only mode

m Page mode vs. Quick Display mode:

Use Page mode to see how the report will look on the printed page.
Quick Display mode will show you more information on a page because there will not be

any page breaks or margins displayed

Change to Page mode by clicking the Switch Page/Quick Display button.

The button will appear darker when Page mode is on.
Click again to change back to Quick Display mode.

Page Mode
| | o
[ Track changes: Off | M 4 Pagelof1 F M || = (5| [100% ~| & 2daysago

Quick Display Mode

2/12/2015
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Report Formatting: Page Mode / Structure Mode

m Design With Data mode vs. Design Structure only mode:
1 Design With Data mode will show you the data from the query

1 Design Structure only mode will show you formulas instead of data.
1 Use Structure only mode to see clearly report headers, footers, sections and formulas.
1 Change to Structure only mode by selecting Structure only from Design drop-down menu.
Toggle Design With Data / Structure only
@lm:lmmtslﬂm_ﬂaimm... e \

/" Fle | Properties | 7 F‘.eportEIements| Formatting | Data Access| Anarysis| . Page Setup | Régg ~ Design v (& =
’}‘1 B E | an L , Tl/'ml_ ol | Semml " Chart |_other | _,m Poston | Lnking | /" sl Behaviors | . | Vwithoats  col+2
G | | X lﬁ e | j k4 I_| i Ej Bl v o @ . BT Tyn Into &3] St assection || T Hide = r;_-: Page Break - H%Repeat I Seackre oniy Ctr|+3”|
_E| i o . « AT E%Reporh‘lame{} ) ¥
= {7 Advanced . [

E FMCor LOfor all '
=g | Nis\0-01
o) Z,ff:'mr ] -{-=ReportName() L
f_r| | -
n_z =NameOf{[Org Ler =HameOf([Project =NameOf{[Ne =NameDf{[Undeliv =NameOf{[Ur | |
)? =[Org Level 4 Code =[Project Code]  =[Net Amount =[Undeliverad] =[Unpaid]
\ Structure mode shows formulas
instead of data
2/12/2015
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Report Formatting: Components of a Report

m Before we begin changing formats, it is important to understand the components of the report.

m Itis especially important to understand that you sometimes must click on the Column Data
Cell(s) rather than the Column Title Cell(s) in order to apply certain formats such as Breaks and
Sections, which we will be covering later.

Free Standing Cell —»} Open Obligations Column

2/12/2015

<«— Page Margin

. |
. <+— Page Header

Org Level 4 Code Project Code Het Amount Undelivered Unpaid <«— Column Title Cells
20-01-0000-00 42MFUAL 0.00 -123,143.00 0.00 \

20-01-0000-00 JEMEJIGA 0.20 -3,53854 0.00

20-01-0000-00 JBMEH10 0.00 -318.71 0.00 Row

20-01-0000-00 KEMIRHO 165.64 271047 0.00

20-01-0000-00 Eﬁakﬁe 0.00 -3,319.68 0.00 ><— Column Data Cells
20-01-0000-00 KEMZJGM 0.00 -646 .47 0.00

20-01-0000-00 KEM5JGA 0.00 -TG7.08 0.00

20-01-0000-00 LZMSERM -1,261.17 -166.50 0.00

20-01-0000-00 LEMIRHO 4,022 57 -1,103.12 -7,108.92 )
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Report Formatting: Page Layout

| e——" m  The default page layout leaves
- = T S p— a lot of unused space in the
" Page || Header | Footer | _ scakets fargins | Display | margins, headers and footers.

[& Landscape = | Letter | || width: lautomatic ~|Height: |autom | Seale: [100% =

————_m Tochange the Page Layout
click on Page Setup

Access | Analysis I/ Page Setup |

m  Change the Page Layout

5 teade: | o] eckwtae) Verges | Doy | _ settings as follows:
7] show | Height: [0.25 _ |inches || [ [0.25 2| [ 0.25 2| [ [0.25 2] [ |o.25 = Top Margin 0.25°
: - s — s - = Bottom Margin 0.25”
Left Margin 0.25”
_ Right Margin 0.25”
A | Analysis ,l Page Setup | Page size Letter
— T,!-f'ﬁl_ | = h::PagejJ-' W' — T Page orientation Landscape

_ — flor— — T T Header height 0”
| Show || Height: [0.25  |inches || [] j0.25 .| L] j0.25 -| ] j0.25 -|[.] 025 -] Show page footer Yes
Footer height 0.25”

m  The Measurement Unit for
page margins should be in
Inches if you have changed
your User Settings as specified
In the previous section.

m Click Save.
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Report Formatting: Changing Column Titles

m  Change the Column Titles by double clicking in the Org Level 4 Code Table Title cell.
m  Change title to ‘Organization” by typing over the text in the cell.
m Click Save.

Open Obligations

zihf'i { : Het Amount Undelivered Unpaid
20-01-0000-00 42MFUAL 0.00 -123,143.00 0.00
20-01-0000-00 JEMEBIGA 0.20 -3,639.54 0.00

Open Obligations

Organization Project Code Het Amount Undelivered Unpaid

20-01-0000-00  42MFUAL 0.00 -123,143.00 0.00
20-01-0000-00  JBMSJGA 0.20 -3,539.54 0.00
20-01-0000-00 JBMEH10 0.00 -818.71 0.00
20-01-0000-00  KEMIRHQ 165.64 -2710.47 0.00

2/12/2015
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Report Formatting: Moving Columns

Move columns by clicking, dragging and dropping.

Move Net Amount after the Unpaid column. Click, drag and drop the column in the table.
Click Save.

Note this technique can also be used to swap columns.

Open Obligations

Project Code Net Amount Undelivered Unpaid

Organization

20-01-0000-00  42MFUAL m -123,143.00 U.ucl
20-01-0000-00  JBMSJGA 0.20 353954 0.00
20-01-0000-00  JBMEHD 0.00 818.71 0.00
20-01-0000-00  KSMIRHQ 165.64 2.710.47 0.00

Open Obligations

Organization Project Code Undelivered Unpaid Het Amount
20-01-0000-00 4Z2MFUAL -123,143.00 0.00 0.00
20-01-0000-00 JEMEJIGA -3,53954 0.00 0.20
20-01-0000-00  JEMGH10 -318.71 0.00 0.00
20-01-0000-00 KEMIRHQ -2,710.47 0.00 165.64
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Report Formatting: Deleting Columns

To delete a column, select the column you wish to delete.
Right click on the Project Code column.

Right clicking opens a Shortcut Menu.

Select Delete.

Click Save.

Cut u e G —
ok a i_Page Setup

|

rt Elements | Formatting |

= & copy CHAHC e ————
t | Rename Report | MovsR{ nater | " ScaletoPags | b
. B - e T | & 1 ;'EISI-E !:Lr!J.--'.-' e |_ - e _
ieport IEE‘] Duplicate Repart | -| ll = Page maode =
- i 4 | — = | £
Szt o0 o [=Project] e o
iy Merge
Clear Contents
%‘_'I Set as section
Turn Into * ations
Edit Fermula...
Linking L4
Organization Projc| S delivered Unpaid
| 5 Dl v
20-01-0000-00  42MF  Group v | 12314200 0.00
20-01-0000-00 .JSME: 7 Filter ¥ -3,538.54 0.00
20-01-0000-00 JaME EE Ranking * -818.71 0.00
A
20-01-0000-00  KBM{ 24 Sort * -2,710.47 0.00
= »
20-01-0000-00 Kemy — oo -3,319.68 0.00
i Hide >
20-01-0000-00 KBMI T -G46.47 0.00
Formatting Rules L&
20-01-0000-00 KEaME -7TB7.08 0.00
Text 3
20-01-0000-00 L2118 -166.50 0.00
Format Cell...
20-01-0000-00 LBMIRHU F 8 R -1,102.12 -7, 108.92
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Report Formatting: Adding Columns

If you add new objects to your query, they will not be automatically added to your report.
Add columns from the Available Objects Tab by clicking, dragging and dropping.

Put the Project Code back in the report after the Organization column.

Click and drag the column and drop it in the table.

Click Save.

Hm|nhamts|1ramingnucz Ao oo

/. File | -Prﬂpertiesl Re:pqrtElamentsl Fnrmathngl Damﬁccessl .l!na}vsm_l«/ Page Setup I_
F‘1 2 HET " Report | RensmeReport | MoveReport |~ Page | Hesder | Footer |

. e || T
o I e = [ A o= | [£} Add Report |DDuph:3teRepcft % || JPortralt - |A4 dl

ﬁf{’.‘ foo pi x| =MameOf{[Unpaid])

Type here to filter tree

IEE = ETraining Doc 2

! Org Level 4 Code

(= El
s Met Amou 3 . .

) s Undclverd. PRO0ec Open Obligations

— ) Unpaid Type: Text The proje

"__ﬂ [l 1 Variables | code portion of the ACCS.

— Orucnization Net Amount  Undelivered Unpaid

§ 20-01-0000-04 I 24646039 17,914.04 -51.573.24
20-01-0000-03 2,763.01 0.00 -6,122.26
20-01-0000-04 35,307.89 -359 56973 -78,387.71
20-01-0000-05 445191 -2,215.88 -289,242 09
20-01-0001-00 TheT. 71 -6,445 266.42 -1,033,527.86
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Report Formatting: Change Column Width / Row Height

m There are two ways to change Column Width and Row Height.

1) Click and drag to resize

2) Change the properties by typing the desired size

m  Practice changing the width and height of the Project Code column by clicking and dragging.

Open Obligations

Organization Project Code Undelivered Unpaid Net Amount

20-01-0000-00 A42MFUAL -123,143.00 0.00 0.00
20-01-0000-00 JBMEJIGA -3,539.54 0.00 0.20
20-01-0000-00 JBMEHT10 -818.71 0.00 0.00
20-01-0000-00 KEMIRHQ -2,710.47 0.00 165.64
20-01-0000-00 KEM2JGF -3,319.68 0.00 0.00

20-01-0000-00 -646.47 0.00 0.00

Width

2/12/2015

Open Obligations

Organization Project Code Undelivered Unpaid Net Amount
20-01-0000-00 42MFUAL -123,143.00 0.00 0.00
20-01-0000-00 JEMEIGA -3,539.54 0.00 0.20
20-01-0000-00 JBMEH10 -818.71 0.00 0.00
20-01-0000-00 KBM1RHQ -2, 710.47 0.00 165.64

[ 2001000000 | kamoicr -2,210 62 0.00 0.00
Height
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Report Formatting: Change Column Width / Row Height

m The standard for MARS Corporate Reports is to use the following settings:
Fixed column widths (each sized appropriately so all columns fit the page width)
Autofit height checked (minimum height of 0.17” — 0.25” depending on font size)
Wrap text checked

m This standard ensures that the data does not go off the page as it might with Autofit widths. It
also ensures that all data will be displayed even if the fixed width is not wide enough.

m  The example below shows the standard settings and how it would impact the Undelivered
column if it were not wide enough.

Open Obligations

Organization Project Code | Undelivered | Unpaid Het Amount

Text is wrapped and

-123,143.0 N
20-01-0000-00 42MFUAL 0 0.00 0.00 col_umn helght IS
adjusted
20-01-0000-00  JBMSJGA -3,539.54 0.00 0.20
20-01-0000-00 JBMEH10 -318.71 0.00 0.00
20-01-0000-00 KEM1RHO -2 71047 0.00 165.64

MM MAd AAT A (BT T PN o T LT s o

2/12/2015
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Report Formatting: Free Standing Cells

o Single cells that stand alone in a report

o Often used in headers and footers
® Report Title

Page Number

Last Refresh Date

Logos/Images

User Responses to Prompts

2/12/2015
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Report Formatting: Changing the Report Title

m Change the Report Title by double clicking in the Free Standing Cell containing the report title.
m  Change the report title to ‘Open Obligations”.
m Click Save.

zRep-:::-rtName () _[
1 [
Organization Project Code Undelivered Unpaid Net Amount
20-01-0000-00 42MFUAL -123,143.00 0.00 0.00
20-01-0000-00 JEBMEJIGA -3,530.54 0.00 0.20
20-01-0000-00 JEBMEH10 -818.71 0.00 0.00
20-01-0000-00 KEMARHO -2,710.47 0.00 165.64

_}open Obligations {

Organization Project Code Undelivered Unpaid Net Amount
20-01-0000-00 42MFLUIAL -123,142.00 0.00 0.00
20-01-0000-00  JBM5JGA -3,538.54 0.00 0.20
20-01-0000-00  JBMEH10 -818.71 0.00 0.00

20-01-0000-00

2/12/2015

KEMIRHO -2,710.47 0.00 165.64
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Report Formatting: Repeat on Every Page New Page

Format Cell

General
Alignment
Font
Barder
Appearance

Layout

2/12/2015

Horizontal

Mew page: [ startonanew page

v Repeat on every page

Vertical

Mew page: [T Startonanew page

r Repeat on every page

Position

Within the Report

Left edge of this cellis |2.06 - |inches to

Left edge of report

Top edge of this cell is

Top edge of report

Page layout: [ Avoid page breaks in freestanding cel

-

0.12 | inches to

-

—

Cancel

e layout: [~ Avoid page breaks in freestanding cell

Apply

Free Standing Cells like the
Report Title will not repeat on
every page by default.

If you would like the title on
every page

Select the cell, right click &
select “Format Cell...”

Click on the Layout & Check the
Repeat on every new page
option.

This setting should be
considered each time you place
a cell in the header of the report.
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Report Formatting: Free-Standing Cell Templates

m Page Numbers can be added to the footer section of the page.

It is easiest to see the footer section while in Page mode and Structure mode.
Switch to Page mode and Structure only mode.

Scroll down to the bottom of the page to see the report footer.

Click on the Report Elements -> Cell, click on “Pre-Defined” drop-down

Click and drag Page Number / Total Pages and drop on the Page Footer.

/" ReportElements | Formatting | Data Access | Analysis | Page Setup |

Tables / Cell | Saction | " Chart |/ Other | " Took | Postion | Linking | /" Cell Behaviors |
1 Blank  pre-Defined ~ il -~ @~ 1% Turn Into 23] Set as section :': Hide ~ r,_: Page Break ~ r?&a’]Repeat

||_i§i [Z1 Document Name
| Last Refresh Date
Drill Filter

Query Summary

Prompt »
Report Filter Summary

Page number

Page Number/Total Pages
Total Number of Pages

1gf0jg ooooao

[[:I Click to insert the cell here (Press ESC Key to cancel this act:on)l

2/12/2015 69
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Report

Formatting: Free Standing Cell Templates

m  The answers to the query prompts can be added to the heading of the report.
m Inthe Report Elements Tab, click on “Cell” -> “Pre-Defined”.
m  Click Prompt -> Summary and drop next to the report title.

_// Report Elements | (TR CII [ ) v —

" Tables ) Cell | Sechion | " Chart | Ofher | " Took | Posibion | Linking |

- - = T |
| TRk PreDefinad ~ |I_’_u - i @ v—” __;_"Turr. Inte = | _'..'a] Setas section |

Document Mame ﬁb—eraﬁﬂ_ag_esb

Last Refresh Date

Drill Filter ‘

Query Summary

Prompt L4 Summary

L
O 0o ojgojg oo

Report Filker Summary FMC or LO for all

Page number Fiscal Year ||:| Click to insert the cell here {Eess ESC Key to cancel this an:ﬁun]l|

Page MumberTotal Pages
Total Mumber of Pages

=RleportName()

2/12/2015

Organization =HameOf{[Prc =MameOf{[Undeliv =NameOf{[Unpaid =HameOf{[Ne

=[0rg Level 4 Code¢ =[Project Code =[Undelivered] =[Unpaid] =[Met Amouni
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Report Formatting: Formatting Toolbar

Report Elements ,l,r Formatting | Data Access | Analysis | Page Setup |

_ Font | Border } Gel | " Styie | Numbers |

:ﬂ:vfer-;-s & Cear ~ || X U 5| é, - g bl -

S " Alignment | See | Padding _! __,"' Tock |

===[[-"_|m|s s
<« | Format cell

i Fontname: _ Font style: _ Font size: ]
Alignment ;_A_n;.—.f | p__l :8 -

 Arial . «| | Regular [ &
i BCJapan j | Italic 7
Border Courier New | Bold 5 E

Fixedsys | | Bold Italic g
Appearance Gothic | o |
Layout Gulim :1 11 |

Color:

A -

=1

Effects

I Underline

™ strikethrough

Preview

AbCd123
ok | Cancel Apply
'] ; = _|.
J 13 * |

| B openobligations

2/12/2015

Cell is highlighted

The page number cell
may not be formatted
optimally.

To change a cells
properties, first click on
the cell to be modified.
Right click & Select
Format Cell...
Change the following
properties of the Page
Number cell:
Font Size - 8
Remove borders

Horizontal text
alignment > Center
Relative Position
s Leftedge > 4.5"
s Topedge > 0"
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Report Formatting: Formatting Toolbar - Font

Feport Elements | Formatting | Data Access | Analysis | . Page Setup |

" Font | Border | cal | . Style | Mumbers | - alignment | Sze | Padding | Took |
| Arial T A& g||[Beus| A-|2-H|IETE=F ==& &%
1 2 34 5 67 8 9 10 11 1213 14 15 1617 18 19 2021
u Much of the formatting you have been changing via the “Formatting Cell...”, can also be changed via the Formatting Toolbar.
[ Formatting Toolbar is divided into Font, Border, Cell, Style, Numbers, Alignment, Size, Padding & Tools
1. Font
2. Font size
3. Grow Font
4, Shrink Font
5. Bold
6. Italicize
7. Underline
8. Strikethrough
9. Font color
10. Background color
11. Background image
12. Align Left
13. Align Center
14. Align Right
15. Align Top
16. Align Center
17. Align Bottom
18. Wrap Text
19. Format Painter
20. Formatting (Display Formatting Options)
21. Clear Format

2/12/2015 72
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Report Formattmg Formattlng Toolbar - Borders

RﬂportElmenm l/ Furmathng | Data Access | Analysis [~ F’ageSemp |

- me Bnrder " styke I/ M'Lmi::-ers| _ Aﬁgﬂmentl Sae | Pad‘-l:l'ng| T Tmls |_
|- o - |BIUJ.r|Avgv;f:IEEEIIEE—IJ LA & 4
1 2 34 5 6 7 8 9 10 11 12 1314 15 16 17 18 19
1. Borders

2. Borders Color

3. Bold

4. Italicize

5. Underline

6. Strikethrough

7. Font color

8. Background color

9. Background image

10. Align Left

11. Align Center

12. Align Right

13. Align Top

14. Align Center

15. Align Bottom

16. Wrap Text

17. Format Painter

18. Formatting (Display Formatting Options)

19. Clear Format
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Report Formattmg Formattlng Toolbar - Cell

' Report Elements | Formatting | Data Access | Analysis | Page Setup |

Pl | Border )/ cd][/5t-_.—1=~| Hunﬂ:lersl o Aﬁgnmentl Swe | Padcﬁ1g| _//Tm}s|_

_._:|1-—|'IE 7 Clear - BIU%IA'g';':lggé!IEEEIE 'ﬁ%‘%l
1 2 34567 8 9 10 11 12 1314 15 16 171819

1. Merge

2. Clear

3. Bold

4, Italicize

5. Underline

6. Strikethrough

7. Font color

8. Background color

9. Background image

10. Align Left

11. Align Center

12. Align Right

13. Align Top

14. Align Center

15. Align Bottom

16. Wrap Text

17. Format Painter

18. Formatting (Display Formatting Options)

19. Clear Format
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Report Formatting: Formatting Toolbar

Report Elements. ,l/ Formatting

" Font | Border | cel| Syl LoD

rrm—

|
Data Access | Aﬂa\ysisl Page Setup | Reading = Design = 2 -
~ T T ~ igment | Sz | Padding | 7 Tok |
s ' A || o8 AY|@ ::.3‘00 % Height: [0.64 ] inches | & oy

* | Aol x o =PromptSummary()

‘ = Query Name:Query 1=

Open Obligations ‘

FMC or LO for all 20-01
Fiscal Year 2,014

—

Format Cell Z
G |
Enera Horizontal
Alignment , . ) ) .
Mew page: [ Start on a new page Page layout: [ Avoid page breaks in freestanding cell
Font [¥ Rgpeat on every page
Border Vertical
Appearance MNew page: [T Startonanew page Page layout: [~ Avoid page
Layout [~ Repeaton every page

Position
Within the Report

! Left edge of this cellis |7.00 = |inches to’v

Left edge of report -

T Top edge of this cellis [0.00 - |inches to

D Top edge of report -

Apply

Cancel

——

2/12/2015

The prompt summary cell may
not be formatted optimally.

To change a cells properties,
first click on the cell to be
modified.

Use the Formatting Toolbar to
change the following cell
properties:

Font = Arial

Font Size > 8

Width - 3~

Use the Formatting option
change the following cell
properties:
Check Repeat on every new page
Relative Position
m lLeftedge > 7"
= Topedge > 0"

This cell would extend past the
right margin if these settings
were not adjusted.

Click Save
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Report Formatting: Formatting Toolbar
m  Formatting changes can be made to multiple columns at one time.
m  Hold down your CTRL key and single click on the cell(s) you would like to format.
m Single click on the data cells in the Undelivered column so that it is highlighted.

m Hold CTRL key and click on the data cells in the Unpaid and Net Amount columns.

Open Obligations

Organization Project Code Undelivered Unpaid [EYNNTTe < Column Title Cells
20-01-0000-00  42MFUAL -123,143.00 0.00 0.00 )
20-01-0000-00  JBMBJGA -3,539.54 0.00 0.20
20-01-0000-00  JBMEH1D -818.71 0.00 0.00 >— Column Data Cells
20-01-0000-00  KBMIRHOQ -2,710.47 0.00 165.64
20-01-0000-00  KBMZIGF -3,319.68 0.00 0.00

P
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Report Formatting: Formatting Toolbar

m  Once all cells have been highlighted, any properties changed will impact all selected cells.
m  To change the Number Format , from Formatting Toolbar, click Numbers and then click on

format drop-down.

m  From the Number Format dialog select the 1,234 format which will show the number without

the decimals.
m Click OK.
m Click Save.

ReportEIemmts}" Formatting | Data Access ||
ehae)”

: e |
| [Andd o I ) P G N I

/" Font | Border |© el |

B feost x|

Default
1,234.57
1.234567E3
1235

1235; (1235)

1224 o7

1,235

| Open Oblic

Organization Project Code  Undeli

20-01-0000-00  42MFUAL =
20-01-0000-00  JBMSJGA
20-01-0000-00  JBMEH10
20-01-0000-00 KSKM1RHOQ
20-01-0000-00 KEM2JGF

2/12/2015

£1,234.57; (1,234.57)
§1,234.57; ($1,234.57)
§1,235; (1,235)
§1,235; (51,235}
§1,234.57; -61,234.57
§1,234.57; §-1,234.57
£1,235; -§1,235
§1,235; 51,235
£1,234.57; -€1,234.57
€1,234.57; £-1,234.57
€1,235; -£1,235

it | Sze | Padding |

33 % Height: 0,15 | inches
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Report Formatting: Report Tabs

©)

Report Tabs allow you to present the data from the report query or
gueries in a variety of formats.

When a report is refreshed, all the report queries are run at once
and all the report tabs are updated with the new data.

Each report tab could show similar information but at a different
level of detail.

Each report tab could be identical in formatting, but differ in the
filters that are applied.
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Report Formatting: Report Tabs

m  Similar to an Excel worksheet, a Web Intelligence document can have multiple reports (aka
tabs).

m  Frequently new report tabs are created by duplicating an existing tab.
m To create a copy of Open Obligations, right click on the Open Obligations tab.

m  From the Shortcut Menu, select Duplicate Report.

20-01-0000-00 KEM1RHOQ -2710 20-01-0000-00 KEM1RHQ -2,710
20-01-0000-00 _ KBM2ICE -31139n 20-01-0000-00  KBM2JGF -3,320
[Z Add Report Cirl+5hift 45
20-01-0000-00 = 20-01-0000-00 KEMZ1GM -G48
Duplicate Repart —_—
20-01-0000-00Q _ 20-01-0000-00 KEMEJGA -i67
G = g
20-01-0000-00 20-01-0000-00 LZMSERM -167
Rename Report
20-01-0000-00 20-01-0000-00 LEMIRHOQ -1,103
Move Report L
b I Format Repoart... = 1 I
Open Obligations Open Chligations [ Open Obligations (1)
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Report Formatting: Report Tabs

el bl T y ]| e 088 e To rename the Report Tabs, right click on the
fo o x o [=Projectcolfie oo ) _ Report and select Rename Report.
; A Merge
- Clea-r Contents m  Change the names as follows:
| . 1 Open Obligations - Open Obs by Org4 and
|"§§] Set as section Project
QE iy Bk b 1 Open Obligations(1) - Open Obs by Org4
Edit Formula. .. .
Kitia | m  Remove Project Code from the
=i ! Aid Net Amount Open Obs by Org4 tab
g Dl g =1 right click on the data in the project code

20-01-0000-00 42MFELL Group ] 0 0 column

1 select Remove / Remove Column from the

20-01-0000-00 JamMsJq T Filter k ] 0 Shortcut Menu

20-01-0000-00 JBMEHgth Ranking

0 0
U ——— £ - 166 = Now you have an additional tab with the data
|*E Break b summarized by Org4.
20-01-0000-00  K8M2J( 0 0
e "
20-01-0000-00  K8M2J( 0 0 i
Formatting Rules 4 u Click Save
20-01-0000-00 | KEMEJ 0 0
i Text k
20-01-0000-00  L2MS8I . o4 | 0 -1,261
20-01-0000-00  L8MIRHG -1,103 7,109 4,023
' [Z OpenObsbyOrg4andProject | [ OpenObsbyoOrgs
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Report Formatting: Report Tabs

Open Obs by Org4

2/12/2015

Organization Undelivered Unpaid Het Amount

20-01-0000-00 17,914 -51,573 246 460

20-01-0000-03 0 -6,122 2,763

20-01-0000-04 -359 570 -78,388 35,308

20-01-0000-05 -2 216 -29.242 4 452

20-01-0001-00 -6,445 266  -1,0] e colashifin

20-01-0001-01 -1,002,105 -1 Duplicate Report

20-01-0001-02 -443 350 - [i Delete Report

20-01-0001-03 -81,817 - Rename Report

20-01-0001-04 -91, 547 Move Repart » First

1| B - Format Repart... Previous

Open Obs by Org4 and Project | [ Open Obs by Org4 Mext

Last

In addition to Rename, the other Report
Tab functions are:

o Add

=1 Duplicate

1 Delete

1 Move Report (First / Previous / Next /
Last)

Try moving a Report. Right click on the
Report Tab and select Move Report /
First.

Click Save.

81



Advanced Report Formatting

o Breaks

® Used to group report data within a table and provide a header and
footer for each break value. The footer is used for placing sums and
other calculations.

o Sections

® Used to split report information into smaller, more comprehensible
parts. Sections generate a navigation map used to jump from one
section to another.

o Calculations

® Calculations such as sum, min, max, average, percent can be applied
to tables, breaks and sections.

o Sorts

® Apply sorts to the values displayed in tables, breaks or sections. Sort
in ascending, descending or customized sort order.

o Cross-Tabs (Pivot Tables)

® Crosstabs display values for dimensions across the top axis and on
the left axis. The body displays the values of a measure that
correspond to the cross-section of the dimensions.
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Advanced Report Formatting: Breaks

Organization

Breaks Example

Project Code Undelivered Unpaid Het Amount

20-01-0000-00  42MFUAL 123,143 0 0
20-01-0000-00  JSM5JGA -3,540 0 0
20-01-0000-00  JSMEH10 819 0 0
20-01-0000-00  KSMIRHQ 2,710 0 166
20-01-0000-00 KEM2JGF -3,320 0 ]
20-01-0000-00  KS8M2JGM -646 0 0
20-01-0000-00  KSM5JGA 767 0 0
20-01-0000-00  L2MSSRM 167 0 1,261
20-01-0000-00 LEMARHG -1,103 -7,108 4023
R S B
Open Obs by Orgd4 | Open Obs by Org4andProject | [3 Breaks Example

2/12/2015

Open for editing Training Doc 2.

Duplicate the first tab to create a
tab where you can practice
applying Breaks.

Switch to the Open Obs by Org4
and Project tab.

Right Click on the tab name to
open the Shortcut menu.

Click Duplicate Report.

Right Click on the tab name to
open the Shortcut menu.

Click Rename Report.

Change the name to Breaks
Example.

Click Save.

83



"

Advanced Report Formatting: Breaks

Report Elements | Formatting |~ Data Access | Analysis | page setup |

Tables | cell | Section | Chart | Other |

A-E-fA-E-|a-x-@-

" Tock | _Postion | Linking Tap= Levout |- Behaviors |
%Turn Into - l%jSEtas section -£ Break ~ | Insert - jHeader = IJFoober =

Fo mi® 3¢ o |=[OrgLevel 4 Code]

Breaks Example

Organization Project Code Undelivered

20-01-0000-00 42MFUAL
20-01-0000-00 JBMSIGA

20-01-0000-00 JBMEH10

Unpaid

-123,143

Organization Project Code Unde hrered

20-01-0000-00  4ZMFUSL
JEMEIGA
I:I JEMEH1D
KEM1RHO
KEMZJGF
KEMZJGM
KEMEIGA
L2 M58 R
LEMi RHQ
LeM2 JGG
LeMz JGH
LEME JGM
LEMEJGA
LEMEJGE
LEMEHIO
20-01-00 00-00

2/12/2015

123143

1540
513
2710
2320
546
-TBT
18T
1102

-0 552

254121

-T0,000

-3,540
-819

Unpaid

=T = =~ - - I =~ = =]

Net Amount

4023
19561
T02
262055
1467
1303

Fa

<+«——— Break footer

Svl\)/itch to the Breaks Example
tab.

To apply a Break to the
Organization column, click on
the column data in the
Organization column.

From Report Elements Toolbar
,Click the Break drop-down and
select Add.

Notice the following changes:

1 Header is repeated for each
change in the break value

1 Break values are suppressed
1 Break Footer is added

Click Save.
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Advanced Report Formatting: Breaks w/Calculations

Hillers /* Data Tracking |

Report Elements ' Formatting |  Data Access Jf’/ Analysis | Page Setup |

| [&2 Track 92 show Changes

Formatting Rules

-

Display 1 Conditional | Intersct | Funchions |

EEum * K Count More - '

:D:JFd.éliuered]

B s w x o]
I:

i Organization

20-05-0000-00

20 -04-00 (-0

2/12/2015

Project Code Unde hrered

2MFLAL
JEMEIGA
JEMEHTO
KEMIRHZ
KEMZIGF
HBMZIGM
KEMEIGA
L2MSERM
LEMT RHO
LEMZRGGE
LEMEJGH
LEME JGM
LEME.IGA
LEMEJGE
LEMEHTID

Sum:

123,143

a540

2740

3320

248

Fat

587

T

30552

254721

=000
17514

Unpaid

R~ I R = T -]

325
1258
30552
-10921
1400

Net Amount

Svl\)/itch to the Breaks Example
tab.

To apply a Sum in the Break
Footer, click on the data cells in
the Undelivered column.

From the Analysis Toolbar, Click
Functions and then click on Sum
button.

Notice the Sum has been placed
in the Break Footer.

Continue to insert Sums on the
Unpaid and Net Amount
columns.

Scroll down to the last page and
note that a Table Footer has
been created with a Sum for all
Organizations.

Click Save.
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Advanced Report Formatting: Sections

20-01-0000-00 KEBMZJGF -3,320 ] ]
20-01-0000-00 KEM2JGM -G45 ] ]
20-01-0000-00 KBMSJGA -767 ] ]
20-01-0000-00 LZMS8RM =167 0 -1,261
20-01-0000-00  LBMARHQ -1,103 -7,108 4,023
o i i R -
Open Obs by Crg4 | Open Obs by Org4 and Project | Breaks Example l Sections Example

2/12/2015

Duplicate the first tab again
to create a tab where you
can practice applying
Sections.

Rename the new tab
Sections Example.

Click Save.
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Advanced Report Formatting: Sections 0

[ [3'33 Setas section

Switch to the Sections Example
tab.

To apply a Section to the
Organization column, right click
on the data cells in the
Organization column to open the
shortcut menu.

Select Set as Section.

Notice the following changes:

1 The Sectioned values is moved
outside of the table into a Free
Standing Cell

| nto F :
- txample
Edit Formula. .. m
Linking 4
m = ol - irvered Unpaid Net Amount
20-01-001 Group b (123,143 0 0
20-01-00( © Filter 4 -3,540 0 0
20-01-00| (i Ranking Y g9 0 0
| Sort 13
20.01.00( 4 5 2710 0 166
"= Bresk 4
20-01-000 . _ -3,320 0 0
|
5 f ¢
= |
[fE] Eoemombyons 20-01-0000-00 =
| ﬂ Open Obs by Org4 and Project
s 20-01.000000 S2NFLAL Az 7 [
b )
163] * 20-01-0000-03 MBI 3540 0
= * 20-01-0000-04 . S i i i
] : iﬁiﬁggﬁ; - KaMiRHD 2710 0
'% & 2001000101 KEMZIGF 331 (] [}
£ » 20-01-0001-02 KeM2IGH 548 0 ?
* 20-01-0001-03 KEMEIBH 67 0 0
» 2001000104 Couasd @ 0 am n
® 20-01-0002-00 i ‘
& 001000201 LEMERHQ -1103 1108 4023
o 2001-993900 LB GE L L 1
LEMEJGH (1] -1258 702
LEMZ JGM 284721 -10FE2 262055
LEMEJGA 8 108 -1487
LEMEIGE 0 -1400 1903
LEMEH1O 10000 (] 2
| 20-01-0000-02
[£ OpenObsbyOrgd | [ OpenObsbyCOrgdandProject | [ Bresks Example | [4 Sections Example - -

2/12/2015

1 A Navigation Map is generated

If you would like the Free
Standing Cell for the Section to
display on every page, be sure
to check the Repeat on every
new page option in the
properties tab.

Click Save.
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Advanced Report Formatting: Sections w/Calculations

Report Elements | ~ Formatting |  Data Access J/f Analysis | Page Setup | u Switch to the Sections Example
| e -mers J/’ Data Tracking |. : 2 m},:}.f:-{:ﬂnd&nal [ : _Inham_d' y Functions . tab'
| [& Track b= Show Changes I Formatting Rules (| = Smn‘*\ H Count More - .
e — ~ m  To apply a Sum at the bottom of
|« A | =[Undelivered] . .
Wk el - ~. each section, click on the data

20-01-0000-00 cells in the Undelivered column.
ProjectCode LUnde hvered Unpaid Net Am ount ) .
T = =  From the Analysis Toolbar, Click
A ey g . Functions and then click on Sum
JEMBH1D 815 o 0 button.

KEMTRHD 2710 ] 168

KEMZIGF .

T m  Notice the Sum has been placed
KEMEIGA in the Table Footer cell.

L2 WSS R

LEMI RHD - .

e m  Continue to insert Sums on the
T Unpaid, Paid and Net Amount
LEKE JOM columns.

LEWEJGA

LEWE JGE .

- m Click Save.

Sum:
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Advanced Report Formatting: Sections w/Calculations

W) D DS s gy I/ | m  Switch to the Sections Example
7 Fotars | ita traciog | L viapiay | Conimenl | it} runcors tab.

| P rier » | dyreriong ~ | 22 wputcontios ~ | = Bresk ~ |[Z] Sort | - S Sum |~ 71 Count More ~ ,-ffr-i

B £ & x v |-MetAmon = = W |

. m To show the Percentage of a

I | Min .
S5 AR | measure, click on the data cells
, v Percentage | in the Net Amount column.
! Project Code  Unde ivered Unpaid Met Amount  Percentage:
1 ||  usweiGM 25473 10567

s o m  From the Analysis Toolbar, Click
| seiH o aze | w2 oz Functions, and then click on
: KEMIRHD 2710 i ] 188 QT I t
E LEWEHID -T0000 a 2 Q00 More drop-down and Se eC
E JEMEIGA -3540 (] i) DD P e rce ntag e .
I 4ZMF AL -123.143 o a 000
E JEMBH O -£15 [+] a D00
: KEMZIGF -3320 a D00 .
| v e . - m  Notice the Percentage has been
| rewsica et o oo placed next to the Net Amount
| LZMSERM -167 (] -t.281 35T .
b e o o B o and 100% in the Table Footer
| Lewles 30592 azs 19881 TEE% ce | | .
: Sum: 17914 -314573 246460

Percentage: 100.00%.

m Also available are Count,
Average, Min and Max.

m Click Save.
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Advanced Report Formatting: Sorts

Report Elements | Formatting | Data Access | Analysis | Page Setup |

. Fiters | Data Tracking |  Displzy | Condtional | . Interact |
] L = : 1 7
7 Filter = | dlRanking = | ZB InputControls ~ || Group Zoreak v | ]sort » || G ol -
0 f s x o [=INet Amount] | None

~ 4| Ascending
20-01-0000-00 Z| Descending

Remove all Sorts

Linde Ivered

Project Code Unpaid MNet Amourt  Percentage:

Advanced...

LENE JGM 3
LEMS RHO a1es 7109 4023 183%
LENEIGE 0 -1400 1303 DT

LENZ JGH @ -1258 702 028%
KEMTRHO DT10 o 186 oar

LEMEHTD 70000 0 2 000%
JEMEIGA 3540 0 0 0.00%
42MFUAL 123143 o 0 000%

JBMEH 0 818 B 0.00%
KEMZIGF 3320 0 D00
KEMZIGM 548 o D00%
KEMSIGA 787 0 0 0007

LZMSE M 187 o 1281 D51%
LBMEJGA 0 -10531 N8BT DED% v
LENZ IG5 30592 328 15681 T98%

Sum: 17914 51573 246460

Percentage: 00 0%

2/12/2015

Switch to the Sections Example
tab.

By default, the data in a Table is
sorted by the Dimensions in the
table from left to right. In this
case the report is sorted by
Project Code.

You may override the default
sort. For example, you may
wish to have the rows with the
largest Net Amount appear at
the top of the table.

Click in the data cells of the Net
Amount column.

From the Analysis Toolbar, Click
Display and then click on Sort
drop-down and Select
Descending.

Notice the data is now sorted in
Descending order by Net
Amount. 90

Click Save.



Advanced Report Formatting: Sorts

Report Elements | Formatting | Data Access l

/" Filters | Da!szckjng-l

" Display | Conditional |

o Fiter = | dhRanking ~ | ZE Input Controls =

Analysis | . Page Setup |

Group = HBreak &) sort = || F ool v

[

Sl fc mi x o |=[OrgLevel 4 Code]

1% MNone

|| £20-01-0000-00

A 5 F
| Z| Descending

" Interset |

Remove all Sorts

Projct Code  Unde vered Linpaid MetAmourt Percentage:

LEMEZJGM ZE4 T -ADEEZ 282055

Manage Sorts

Section : Org Level 4 Code Priority:

Order:

Custom Qrder:

values...

Reset
0K Cancel Apply

2/12/2015

(3

o

10633% Advanced...
Add Sort

=[] section : Org Level 4 Code
MCrg Level 4 Code

Cancel

In addition to Ascending and
Descending, you can create a
Custom Sort. For example, you
may want to see all
Organizations, but always have
your Organization show at the
top of the list.

Click in the data cells of the
Organization section cell.

From the Analysis Toolbar, Click
Display and then click on Sort
drop-down and Select
Advanced.

In the Manage Sorts, click on
Add button, and select “Org
Level 4 Code” and click Ok
button.
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Advanced Report Formatting: Sorts

m  From the Custom Sort panel you
can use the up and down arrows
to move the values around in
any order. For this exercise
move the second value to the

20-01-0000-00 — first position.
20-01-0000-04

20-01-0000-05

20-01-0001-00 m Click OK. Click Save.
20-01-0001-01

20-01-0001-02

20-01-0001-03

20-01-0001-04

20-01-0002-00

20-01-0002-01

20-01-0999-00

-
~

Custom Sort : Org%20Level%204% 20 ode 2

b3

IIse this dialog box to define the custom sort order of the values of the object you selected to sart,
Value to add in list Customized Ascending List

Type new value here >

QK Cancel
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Advanced Report Formatting: Sorts

B - m  Note that the first two
120-01-0000-03 3 Organizations are now
. . switched on the report.

Project Code Unde lvered Unpaid MetAmount Percentage:

LEMZ . JGH 4] 8,122 2763 100000%
Sum: 0 6a22 2763 m Custom Sorts are applied to
Manage Sorts % all report tabs.
.{Iﬂﬂ-ﬂ1-ﬂﬂ00-ﬂﬂ = Section : Org Level 4 Code | Priority:
rseie Sl m Toremove a Custom Sort you
Y o] must go back to the Custom
Loy B Order: Sort panel and click the
LEME JGE Ascending - Remove button.
LEM2 JGH
KEM1RHO 2T sort:
v eweno 00 m  Simple Ascending and
Remove Descending sorts are only
Custom Order: applied to the report tab they
Values. . are applied on.

Reset

QK Cancel Apply
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Advanced Report Formatting: Cross-Tabs

.[j"_l-:'.ﬁ.dd Query = | | T 'In 5L i? e ol . =2 Run Query mﬁ Close -

N ] . "
= Universe outline

Master perspective

Q@ ?T'r'.':"f hers to filter on th | B &t
| © %k MARS AP Trans (CBS)
[ [ ] MARS AP Trans (CBS)
[# [p ] Quick Pick Objects
[# [; ] Conditions
& |1 Prompts
& [p ] Measures
[ [_] Measures {non-agg)
= & Dates
= =" Fiscal Period
| Fiscal Year

! Fiscal Month Mumber
! Fiscal Month Mame
! Fiscal Month Short Mame

2/12/2015

(] Resuit Objects

' Fiscal Quarter ! Org Level 4 Code

w0 Undelivered » Unpaid
7 Query Filters
 FY Prompt

 FMC or LO Prompt

| | #» Undelivered ;.Nnt Equs

FH Data Preview

Cross-Tab reports are similar to
Microsoft Excel Pivot Tables.

In this example you will cross-tab
by Fiscal Quarter.

You must first add Fiscal Quarter to
the Query.

Open Training Doc 2.

Click on Design -> Data Access ->
Edit

Open the Dates / Fiscal Period
folder.

Drag and drop Fiscal Quarter to the
Results panel.

Click Run Query.

Click Save.
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Advanced Report Formatting: Cross-Tabs

Duplicate Report
E‘} Delete Report

Add Report

Rename Repaort

Move Repart L

Format Report...

_I Sections Example

meeanqmmﬂslTrahﬁ:mDocZ =

Ctri4Shift4R  emmm™

e | properties |

| / Report Elements | Formatting |/M@cess

Anaiyus Page Setup |

OEE- | S8 gyév;{;,_/Tm m'%r_/ d‘l.art|0ther| _ Tools| Posion | Linking | _
oo |k B X[ @ | - LI Eﬂ‘/:_ it -2 - @ - | | dTuminto - | &5 Setas sechon |
Type here to filter tree
%E = 1] raining Doc 2
= E. ! Fiscal Quarter
=_E|| 7 COrg Level 4 Code
7 Project Code
(2] wa Met Amount
— wu Undelivered |r Click toinsart the table here {Press ESC Key to cancel this actmn)l
iﬂ wu Unpaid
- | I Variables
it
2/12/2015

Right Click on the tab and
select Add Report and
rename it to Cross-Tab
Example.

From the Report
Elements Toolbar, click
Tables and then click on
Define Cross-Tab and
drop it in the report body
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Advanced Report Formatting: Cross-Tabs

sl

I

; fo s x v s Click and drag the Fiscal
Type here to filter tree Quarter object and drop it
= 3 Training Doc 2 above the table title.

1

i3
zg ! Org Level 4 Code
e -EQJLMT i — m Drag & drop Org Level 4

@ Net Amount Code, Project Code & Net

- Undelvered —_— Amount in to the Table
m;_‘| """ Unpaid

Variables
= m Click Save.
e
Fe "'5’ xw i
Type here to filter tree
= iﬂTrainim Doc 2
! Fiscal Quarter
! Org Level 4 Code
! Project Code 1 2 3 4
o 20-01-0000-03  49WHEED 9548797 106553.00 10342611 11513633
----- Unpaid 20-01-0000-03  49VWXXXX 233663 -2,336.62
|| Variables

20-01-0000-03  LBMZJGH 501254

20-01-0000-00  42MFUAL 0.00

20-01-0000-00  48M2LNT -528.14 52814
20-01-0000-00  49WGCGL 6417273
20-01-0000-00  49WMHAA 378243.00 39998572 58732906 61048313
20-01-0000-00  49VWMHAL 13,378.79 20,136.89 2383744 2634234
20-01-0000-00  49WMRHQ 9934753 15572510 12583084 10643987
20-01-0000-00  49WMSPP 1,503.00 -2352
20-01-0000-00 490X 26,819.08 -26819.08

20-01-0000-00  JBMS5JGA 0.20

2/12/2015 96



Analytical Features

Simple Filters
Complex Filters
Fold / Unfold
Input Controls
Data Tracking

O O O O O

2/12/2015
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Analytical Features: Simple Filters

Switch to the Open Obs by Org4 and Project tab.

From the Analysis Toolbar, Click Interact and then click on Filter Bar.

Click on “Add simple report filter” icon, click Others and select Project Code.

|
|
m Drag and drop the Project Code object into the Simple Filters panel.
|
|

ick Save.

' R_epx'tEle_ments | Formatting | Data Access | Analysis | Page Setup |
1

" Fiters|| Data Tracking | . Display | Condiional | /" Interact |~ Functions |
i’ Filter\* | gk Ranking ~ | SB tnput Controls = || Group = | 2= Break - | &) Sort - | 3 orll - Z‘Fl Filter Bar @E Outline |
« _k‘r i x o
"% | Project Code (All values) ¥ <+<—Simple Filters Bar
Open Obs by Org4
Organization Project Code  Undelivered Unpaid MNet Amount
20-01-0000-03 49WHEED 6,066 10,934 420,603
2/12/2015
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Analytical Features: Simple Filters

Select a Project from the drop down list.

Select All Project Code from the drop down list to show all Projects.

S mi W

[T~ I Project Code (Al values) j

Project Code (All values) = |
19WEKPL
42MaUAL
42MFUAL
42M51TG

e an Obs by Orq4
dRM
l ‘QJ%MUPT =]

| semupT =] g

19WEBKPL

42M3UAL
42MFLIAL
42M51TG
45M1110
48M1IPT

Open Obs by Org4 43M71 GR

Organization Project Code Undelivered Unpaid Net Amount

20-01-0002-00  48MT1JPT -61,109 0 0
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" J
Analytical Features: Complex Filters

For more complex filter conditions, from the Analysis Toolbar, click Filters and then Filter button.
Click and drag the object to base the filter on into the Filters pane and the Filter Editor will open.
In this example, drag Net Amount to the Filters pane.

Select Greater than or Equal to as the Operator and 10000 as the value.

Click Save.

4 Report Elements | Formatting | Data Access | Analysis | Page Setup |

" Faters || DataTracking | " Display | Gonditional | " Intersct | Functions |
/" Filter ttl Ranking ZB Input Controls ~ || Group -E Hreak 4| sort 3ol - r}' Filter Bar | EH Outline || |~ |
-. Report Filter o
Il Filter Map Pane 1 Filter On Block 1 7 addFiter ¥ T =]
= jj'!'_raining Doc 2 _ = = = = |
= [E] Open Obs by Org4 4 Net Amount | Greater than or Equal to = || 10000
bl v <rtical Table S e ;
Complex Filter Pane
]
Met Amount Greater than or Equal to
| 10000 x| |
i | M
O Cancel Apply
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Analytical Features: Input Controls

2/12/2015

|| Project Code

AAANAAAIIAARANIAAIITRASNTTA

Input controls provide a convenient, easily-accessible method for filtering and
analyzing report data. You define input controls using standard windows controls such
as text boxes and radio buttons. You associate these controls with report elements
such as tables or section headers, and use the controls to filter the data in the report
elements. When you select values in the input control, Web Intelligence filters the
values in the associated report elements.

« [P

B Mew Map Reset + &

Select (ally =
19WBKPL
42MSUAL
42MFUAL
42M51TG
48M1110
43M1IPT
483M 2L GE
AEMANT
43M4LGE
49WBCF1
4aWBCF2
A3WBCFF
HIWFCF2
4WFCFF
ASWGCAT
AIWECEL
4WGEMO0
43WHCF 3

Sections Example

20-01-0000-03

Project Code Undelivered Unpaid Het Amount Percentage:

49WHEED 6,066 10,934 420,603 93.82%

LaM2IGH 0 -6,122 5013 1.18%

A9WCOC 0| 0 0 0.00%

Sum; 6,066 4,812 425,616

I,ﬁl—{ [Z Open Obs by Crg4 | [ CpenObs by Org4 and Project | [ Bresks Example | [2 Sections Example

i
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Analytical Features: Input Controls

m To create an input control, switch to the Input Control tab.

m Click New

m Select Project Code to be assigned to the input control.

File | 4 Properties | _,./ Report Elements | Formatting | Data Access | £ Analysis | 4 Page Setup |

%

.DE:‘?E':B% #2-E - Tables | Gall | Section | Chart |_other | /" Took |- Postion | Linking |

rﬂ - D - E - E_YLI_!_s.’n‘_!_F.‘_:._”_:zfilmnlutn_'_&illﬁam:._redinn |

| x| &

—— There are no input controls defined on this report. To
B define 3 new one, dlidk the New button,

Open Obs by Crg4 and Project -

<A
Select the report object assigned to the input control
=] jz]Training Doc 2
4 Fiscal Quarter
4 Org Level 4 Code
wa Net Amount
wa Undelivered
wa Unpaid
|| Variables
20-01-000
20-01-000
20-071-000
20-01-000
20-01-000
20-01-000
20-01-000
20-01-000 F Flter objects to current selection
20-01-000(  ArangedBy | AlphabeticOrder =
Al
[5| Open Obs - =
< Previous MNext> Cancel

2/12/2015
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Analytical Features: Input Controls

Choose Control Type

Select a control and its associated properties

Simple Selection

= Entry field
= Combo box

5 Radio buttons
[=E List box

Lalenaar

2/12/2015

Input Control Properties

Control type

Mame

Description

List of values

Use restricted List of Values

Allow zelection of all values

Default value(s)

Filter operators

Mumber of line(s)

Check box: Use the check boxes to select several values from a list of possible values.
All slternatives are always displayed and the chosen values are checked.

Check box
Project Code

From report -

N ves
W tes

In List -

25

< Previous Mext > Cancel

First decide if the control will
allow a Single Value or Multiple
Value.

Second pick a Control Type.

The example on the previous
page used a Multiple Value
Check Box.

Finally, determine which Report
Elements the Input Control will

apply to.
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Analytical Features: Input Controls

e e e G m  Finally, determine which Report
select report elements to assign them to the input control Elements the InpUt COﬂtrOl WI"
apply to.
Report object ! Project Code Control 5 Chedk box | CIle FlnlSh

m Click Save

= ﬂTraining Doc 2
[=l |Z]| sections Example
[H] Page Header
= ~ Page Body
= 3 Org Level 4 Code
= r Blocr 1
|E| Page Footer

< Previous Finizh Cancel
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" J
Analytical Features: Data Tracking

m  When you track data changes, you select a particular data refresh as a reference
point. When you display the data changes on subsequent report refreshes, Web
Intelligence places your current data in context by showing how it relates to the
reference data.

m To turn on Data Tracking, click the Track button.

m Determine if you want the reference data to be updated with each refresh, or to use
a particular refresh date a fixed reference point.

m Check Refresh Now to see changes.

P |
Heport Elements | Formatting | Data Access | Analysis | Page Setup |

; .rs.J' _D-ata Tracking | DISE! " Condtionzl | " Interact i Fundxms
[ Track || T2 Show Changes Formatting Rules 3 Drill ~ 7 Filter Bar & Outline || | &
o | Data Tracking Fe K
Data " Options
eport, To Tracking:
" off

{ % Compare with last data refresh

" Compare with data refresh from: October 21, 2014 1:09:14PM GMT-G4:ﬂ

Organization Pro Reports with data tracking shown:

20-01-0000-03 4oy | |[_ (SelectAb -
I~ ©Open Cbs by Org4

s 49y ¥ Open Obs by Org4 and Project

20-01-0000-00 490 I~ Breaks Example
20-01-0000-00  4gy| | |~ Sections Example hd|

20-01-0000-00 490

¥ Refresh data now ]

20-01-0000-000 L8N
20-01-0000-00  MBN
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Analytical Features: Data Tracking

m You can control the Data Tracking Options:
1 Insertions

1 Deletions
1 Changes R L T 2
1 Increased Values
Data Options
1 Decreased Values 4l

Select which changes you want to display and their formats.

¥ Inszertions AbCd123 Format...
W Deletions Abce423 Format...
Details

¥ Changes AbCd123 Format...

Measures and details (numerical values only)

¥ Increased values _ Format...

[T greater or equal to %

¥ Decreased values _ Format...

[T areater or eoual o i O

| QK Cancel
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Training Material available (See on the MARS Portal!)

m  Webinar —Recorded step-by-step demonstration video, tailored to MARS users.

m  The “Business User” Guide — This guide conveys basic concepts and step-by step directions for:

system log-on

system navigation

viewing and refreshing reports
saving reports

sending reports to other users

m  The “Power User” Guide - This guide conveys more advanced concepts and step-by step directions

for: :
Creating Webi Documents
Filtering Document Queries
Report Formatting
Advanced Report formatting
Analytic Features
Cross-tab Reports

m  Web-Based Reporting Module Training via Knowledge Acceler ator — Knowledge Accelerator is a
web-based training tool that simulates use of the reporting and querying module. Knowledge
Accelerator provides the user with an understanding of how the screens flow and provides the
opportunity to practice processes/operations in the tool (e.g., opening a report, refreshing a report, etc.).
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MARS Support Information

m  Hours: Mon-Fri 7:30 am - 5:30 pm EST

m Contact Information

1 Email

m mars.support@noaa.qov
1 Phone

= (301)427-8888
0 Fax

= (301) 713-1742
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